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Section 1: Overview

Welcome to the Migrant Student Information Exchange (MSIX)! MSIX is an
online system containing migrant student records from all participating states to
facilitate the national exchange of migrant students' educational information
among the states. MSIX is available to State Migrant Education Program (MEP)
staff along with other users from the MEP Community. It does not replace
existing migrant student information systems; however, it does work with existing
systems to keep student records current. MSIX does the following:

*  Produces a single “consolidated record” for each migrant child that contains
information from each state in which the child was ever enrolled

* Contains the minimum data elements necessary for the proper enrollment,
grade and course placement, and accrual of credits for migrant children

Section 1 will introduce you to the basics of MSIX to give you the foundation to
understand its features and functions. This section includes the following topics:

* Introduction

*  MSIX Purpose

*  MSIX Requirements

*  User Roles and Responsibilities
*  Navigational Elements

Introduction

The timely transfer of education records for migrant children between schools
has been a longstanding challenge. Migrant children often enroll in multiple
schools for varying amounts of time each year as their families migrate in search
of temporary or seasonal work in agriculture or fishing. MEP staffs continue to
find it difficult to share and consolidate student information that schools, local
educational agencies, and states collect on migrant children in a timely and
meaningful way that helps school personnel make appropriate decisions when the
students arrive. These conditions and those shown below prompted the need for
an exchange of records.

* High Movement — Highly mobile migrant student population
¢ Short Notice — Students move from state-to-state often without notice

* Lack of Data — Timely and accurate educational information not always
available
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* Placement Errors — Students placed in incorrect courses or grades

* Loss of MEP Services — Students not provided the most beneficial MEP
services

In response to this challenge and a Congressional mandate to link the existing

migrant student information systems, the U.S. Department of Education (ED)

implemented the Migrant Student Record Exchange Initiative. The goals of this

initiative will:

* Goal I: Create an electronic exchange for the transfer of migrant student
education data among the States

*  Goal 2: Promote the use of the MSIX application

* Goal 3: Ensure the use of the consolidated migrant student record for the
purposes of enrollment, placement, and accrual of credits of migrant
students

*  Goal 4: Produce national data on the migrant population

At the heart of this initiative is the MSIX. The MSIX does not replace existing
state migrant student record systems. Rather, it links them in a minimally invasive
manner to collect, consolidate, and make critical education data available. The
MSIX also leverages available information provided by the states to ED’s
Education Data Exchange Network (EDEN) system to ease the data collection
burden on states.

MSIX offers many benefits to promote its usability. Some of those key features
include the following:

¢ Information — Retrieve and view student information

- Search, view, and print consolidated student records

Multiple search parameters
- Accessible online
- Printed reports available
* Record Conflicts — Identify and resolve student record conflicts
- Student Merge workflow
- Student Split workflow

* Notification — Alert other jurisdictions of planned student moves

* Role-based — Create users based on ‘MSIX roles’ to allow appropriate
access to MSIX functions and student data

* Structure — Create regions within a state to manage MSIX activities and
workflow
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MSIX Purpose

The primary purpose of MSIX is to make migrant student information
available to authorized school personnel to support them in making decisions
on student enrollment, grade or course placement, and accrual of credits. A

secondary purpose of MSIX is aggregation of information to analyze national
trends.

MSIX Requirements

MSIX requires specific browser configuration. Your Internet browser should be
set up so that it does not cache Internet pages. This will allow any MSIX
updates and patches to be viewed on your computer. MSIX supports the use of
four browsers: Internet Explorer v5.5 or higher, Firefox v1.5 or higher, Netscape
v7.0 or higher, or Safari v2.0 or higher. The steps to configure each browser are
shown below.

Steps to Configure Your Internet Explorer Browser

1. From the “Menu Bar,” select Tools, and select Internet Options.

2. From the “Internet Options” window “General” tab in the “Temporary
Internet Files” section, click the Settings button.

3. On the “Settings” window “Check for newer version of the stored pages”

section, select the option for Every time you start Internet Explorer. Then,
click the OK button.

Settings

ey etk For reweer viersicns of stored pages:
() Eveny visit bo the page
{5 Every time you start Inkernet Explorer]
) Basoenatically
2 Never

Tenposary: Inbesriet fles fokder

Current location:  Cr\Doouments and
SettingsionmaniLocal

Settings) Temporary Intermet Files)
dencand of disk space bo use;
3 50 5 M8
[ [lorve Folder, .. ][ Viewd Flles. . ][ W Obbecks. . !

o J[ comca |

Figure 1.1: Configuring the Internet Explorer Browser
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Steps to Configure Your Firefox Browser

1. From the “Tools” option, select Options.

2. On the “Options” window, select the Privacy tab. In the “Private Data”
section, select the option for Always clear my private data when I close

Firefox.

3. In the “Private Data” section, click the Setting button.

4. On the “Clear Private Data” pop-up, select the option for Cache. Then, click
the OK button.

5. On the “Options” window; click the OK button.

& @ B ea

LS|

AN ()]

=Y et
IMain Tabs Conkent Feeds  Privacy  Security  Advanced
Histary

Femember visited pages for the last I_9

Femember what [ enter in forms and the search |

Feemember what 've downloaded

- Cookies

Accept cookies from sites

Keepuntl; | theyopie ¥

- Private Data

Always clear my private data when I close Firefo

[] ask me before clearing private data

Clear Private Data

When I ask Firefox to clear my private data, it should erase:
Download History
Saved Form Information
[¥] cache

[ cookies

[[] saved passwords
Authenticated Sessions

rowsing Hiskor

[ (o]'4 J [ Cancel ] [ Help ]

[ oK ] [ Cancel ] [ Help

]

Figure 1.2: Configuring the Firefox Browser
Steps to Configure Your Safari Browser

1. From the “Edit” option, select Private Browsing.

2. On confirmation window, click the OK button.
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Figure 1.3: Configuring the Safari Browser

Steps to Configure Your Netscape Browser

1. From the “Tools” option, select Options.

2. On the “Options” window, select the Privacy tab.

3. In the “Private Data” section, deselect the option for Ask me before
clearing private data, and select the option for Always clear my private

data when I close Navigator.

4. In the “Private Data” section, click the Setting button.

5. On the “Clear Private Data” pop-up, select the option for Cache. Then, click

the OK button.

6. On the “Options” window, click the OK button.

D0EeOBEO

Masin  Tabs  Conksnt  Feeds  Privacy  Security

History
Remerber visted pages for the last |3 | days.
Remember what I enter in forms and the search bar
Remember what I've downloaded
Cookies
Accept cookies From sites
[ Far the originating site only
Ksep until:
Privake Data
Always clear my private data when I close Mavigator

[] &sk me before clearing private data

When T ask Navigator to clear my private data, it should erase:
Erowsing Hiskor:

Download History

Saved Form Infarmation

Cache

[] Cookies

[] saved Passwords

Authenticated Sessions

[ vink Pad

o] I [ Cancel ] [ Help

[ o

][ Cancel ][ Help ]

Figure 1.4: Configuring the Netscape Browser
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MSIX also has specific requirements for downloads of the training content.
Adobe Flash Player (version 6 or later) must be installed in order to view the
online training modules. Adobe Flash Player is often part of the standard
software provided with most computers. The flash player can be downloaded,
free of charge, from www.adobe.com.

Users without access to Adobe Flash Player should reference the MSLX User
Manual for guidance and information about using MSIX. This manual can be
accessed from the training link in the Top Navigation menu as well as from the
MSIX website in the Trainers’ Corner, which is outside the application.

User Roles and Responsibilities

MSIX is used by personnel at the district, region, state, and national levels. MSIX
is used mainly by the front-line educators that need migrant student data to make
time-sensitive and appropriate decisions on enrollment, grade or course
placement, and accrual of credits. These users are typically the local school
registrars and counselors, or Migrant Education Program (MEP) specialists.

State MEP users also require access to MSIX; some of these users directly
interface with migrant students and others provide administrative and technical
support to the MEP. U.S. Department of Education (ED) personnel are also
MSIX users; however, ED requires MSIX for national trend and statistical
analysis purposes only.

The table below identifies the specific user roles and responsibilities for MSIX. It
includes a description of the user’s MSIX job responsibilities, role functions
available within the system, and the potential kinds of individuals who may
perform in each role. A second table follows that provides essentially the same
information but in a snapshot, abbreviated form.

MSIX User Roles and Responsibilities

User Role Description Functions Allowed Potential Users

School and District Level Roles

MSIX Primary MSIX Primary Users can query |+ Search, display, and print student records |+ Guidance Counselors
stu_dent records in :?\II_ states. for students in all states * MEP Data Entry Staff
This user can also initiate the « Initiate merge and split of student records |« Recruiters
merge and split process for + Email notification of an arrival or departure| Registrars
student records in his or her of a student « Teachers
state. « Export Student Records to File

MSIX Secondary MSIX Secondary Users can » Search, display, and print student records |+ Guidance Counselors
query student records in all for students in all states MEP Data Entry Staff
states. .

of a student Registrars

.

Email notification of an arrival or departure|e Recruiters
.
* Teachers
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MSIX User Roles and Responsibilities

User Role Description Functions Allowed Potential Users

District Data District Data Administrators can Search, display, and print student records |» State MEP
Administrator validate or reject near matches, for students in all states Administrators
merges and splits of student Generate Reports « MEP Data Entry Staff
records. This user can also Initiate merge and split of student records
initiate the merge and split Validate or reject record near matches,
process for_stu_dent records in merges and splits

his or her district. Resolve data quality issues

Respond to escalation requests

Email notification of an arrival or departure
of a student

« Export Student Records to File

Regional Level Roles

Regional Data Regional Data Administrators » Search, display, and print student records |* State MEP Administrators
Administrator can validate or reject near for students in all states * MEP Data Entry Staff
matches, merges and splits of |« Generate Reports

student records. This user can |« |nitiate merge and split of student records

initiate the merge and split « Validate or reject record near matches,
process for student records in merges and splits

his or her region. This user will |, Resolve data quality issues
also serve as the secon(ljary « Respond to escalation requests
point of contact for escalation » Email notification of an arrival or

ISsues. departure of a student
« Export Student Records to File
Regional User Regional User Administrators « Create User accounts * State-identified
Administrator establish and manage user « Assign User Role(s)
accounts for users in their « Update User account information
region. » Deactivate User accounts

¢ Reset passwords

State Level Roles

State Data State Data Administrators can |« Search, display, and print student records | State MEP Administrators
Administrator validate or reject near matches, for students in all states * MEP Data entry staff
merges and splits of student « Generate Reports

records. This user can initiate |« |njtiate merge and split of student records

the merge and split process for | validate or reject record near matches,
student records in their state. merges and splits

He or she can also resolve data |, Resolve data quality issues

quality issues and serve as the |, Respond to escalation requests
primary p0|_nt of contact for « Email notification of an arrival or
escalation issues. departure of a student

« Export Student Records to File
State User State User Administrators « Create User accounts * State-identified
Administrator establish and manage user « Assign User Role(s)

accounts for users in their state. |« Update User account information
» Deactivate User accounts

* Reset passwords

State Region State Region Administrator « Enable and disable regional structure » State MEP Administrators
Administrator establishes and maintains the |« Create new regions » MEP Data entry staff
regional structure and - Associate districts to regions

associated districts for states « Edit regions
that choose to use regions.
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MSIX User Roles and Responsibilities

User Role Description Functions Allowed Potential Users

U.S. Department of Education (ED) User Roles

Government Government Administrators can ¢ Generate Reports « OME
Administrator generate summary level
standard and ad hoc queries on
a State, Regional, or National

level.
OME User OME User Administrators * Create user accounts « OME
Administrator establish and manage user + Assign State User Administrator role

accounts for all State User + Update user account information

Administrators. = Deactivate user accounts

* Reset passwords

Privacy Act Privacy Act Administrators can ¢ Search, display, and print student *» OME
Administrator enter statements provided by records

students and parents that  Enter dispute statements into a

formally dispute the data student's MSIX record

contained in a student's MSIX
record. They can also query
and view student records from
all states.

Table 1.1: MSIX User Roles and Responsibilities

District | Regional | State | State | Regional | State

Function Primary Secondary | Data | Data | Data | Region | User | User
| User | User | Admn | Admn | Admn | Admin | Admn | Admn
My Account X X X X X X X X
Search, Display & Print Studert
Recards in all States X X X X x
Export Student Records to File X X X
Generate Reports X X x
Send Student Maove Motices X X X X x
Initiste Student Merges and Splits X X X

Validate 5 Reject Studert Merges
and Splits

Access District Worklist tems X

o
M
E

Access Region Worklist tems X
Access State Warklist tems x

Creste ! Modify State Uzer Lewvel
Accounts X

Cresgte ! Modify Regional Lewvel
Uszer Accounts X X

Cregte ! Maodify School ar District
Lewel Uzer Accounts

Reszet Passwards

Enable Regional Functionality X

Creste ! Modify Regions

Table 1.2: MSIX User Roles and Responsibilities — A Snapshot View
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Navigational Elements

) U.S. Dapartment of Education
L . Promoting edicational excellence far all Amercans

My Account | Teaining | ContactUs | Help | Logout

o Top Level Navigation
John Smith, Welcome to MSIX

The MSIX site and all its components are designed to fadilitate the exchange of migrant student records for the purposes of
school enrollment, placement, and accrual of credit in schoal,

Left-side Navigation

Footer Navigation

@ 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME |

The MSIX navigational elements are the options on each page that allow you to
choose where you wish to go within the MSIX application. The common
navigational elements across MSIX are comprised of: 1) Top Navigation, 2) Left-
side Navigation, and 3) Footer Navigation. The sample above is shown from the
Primary User’s Home page and displays the available functions for that role in the
Left-side Navigation.

Top Level Navigational Elements
My Account

The My Account link navigates you to your MSIX account information. You can
update your phone number or reset your password on this page. When you reset
your password, MSIX will email you a new temporary password that you will
change the next time you access MSIX.

U.5. Dapartment of Education
Promoting educational excellence for all Americans

&S

My Account | Training | ContactUs Help | Logout
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Training

The Training link navigates you to the MSIX Training page, which contains
online training for user roles, the MSIX User Manual, and the MSIX Quick
Reference Guide, a job aide for MSIX functions used most frequently.

U.5. Dapartment of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

Contact Us

The Contact Us link navigates you to the Contact Us page, which contains
contact information for the MSIX Help Desk along with other useful
information. You can reach MSIX supportt via email (msixsupport@deloitte.com)
or the MSIX Help Desk (1.866.878.9525). Note, the Help Desk does not reset
passwords, create new users, deactivate, or disable existing users.

U.5. Dapartment of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

Help
The Help link navigates you to the searchable MSIX online help and Frequently
Asked Questions (FAQs).

U.5. Dapartment of Education
Praomoting educational excellence for all Amerncans

My Account | Training | ContactUs | Help | Logout
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Logout

The Logout link you outside MSIX to end your MSIX session.

U.5. Dapartment of Education
Praomoting educational excellence for all Amerncans

My Account | Training | ContactUs | Help Logout

Left-side Navigational Elements

The links in the Left-side Navigation Menu will vary from user to user based
upon their role. For instance, only State and Regional User Administrators will

see the User Administration link on the Left-side Navigation Menu. The sample
shown below includes every link and is not found in any one user role.

Home
The Home link navigates you to the MSIX
home page.

Student Search

Student Search is a role-based link that navigates
you to the MSIX “Basic Student Search” page.
The search page allows you to query for student
information. This link is available for Primary
Users, Secondary Users, State Data
Administrators, Regional Data Administrators,
and District Data Administrators.

Reports

Reports is a role-based link that navigates you to
the reports section of MSIX and will list reports
assigned to your role. For example, State Data
Administrators, Regional Data Administrators,
and District Data Administrators will find “State
Data Reports” and “Worklist Reports.” User
Administrators will find “User Management
Reports.” Finally, certain ED user roles will find
the “Federal Data Reports.”
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Regional Administration

Regional Administration is a role-based link that navigates State Region
Administrators to the “Regional Structure Administration” page. This page allows
those users to create, update, add or disable a regional structure and associated
districts for states that choose to use the regional structure.

Worklist

Wortklist is a role-based link that allows users to take action on near matches,
merges, and splits. This link is available for State Data Administrators, Regional
Data Administrators, and District Data Administrators.

Potential Merge List

Potential Merge List is a role-based link that navigates you to the list of students
you have identified for a potential merge. The merge process is initiated for these
students in this section of MSIX. This link is available for Primary Users, State
Data Administrators, Regional Data Administrators, and District Data
Administrators.

Potential Split List

Potential Split List is a role-based link that navigates you to the list of student
records you have identified for a potential split. The split process is initiated for
these students in this section of MSIX. This link is available for Primary Users,
State Data Administrators, Regional Data Administrators, and District Data
Administrators.

OME Reports

OME (Office of Migrant Education) Reports is a role-based link that navigates
certain ED user roles where they will find Federal Data Reports, OME (standard)
Reports, and Ad Hoc OME Reports.

User Administration

User Administration is a role-based link that navigates you to the User
Administration section. This section allows you add, update, disable, or
deactivate MSIX users. This link is available for State User Administrators,
Regional User Administrators, and OME User Administrators.

Regional Administration

The Regional Administration link is a role-based link that navigates you to the
“Regional Structure Administration” page. This section allows you to create,
update, add, or disable a regional structure and associated districts for states that
choose to use the regional structure. This link is only available to State Region
Administrators.
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Records Exchange Initiative
The Records Exchange Initiative link takes you to the OME Records Exchange
website.

External Links

The External Links section of the Left-side Navigation links you to additional
websites that are available outside of the MSIX application. The external links are
as follows:

= Course Catalogs — The Course Catalog provides links to state course
catalogs.

* Standardized Test — The Standardized Test provides links to state
standardized test lists.

* Migrant Education Resource Center (MERC) — The MERC link
navigates you to the MERC website. The MERC website provides migrant
education personnel access to a common point of focus for all documents
and training related to the administration and execution of Migrant
Education Program requirements. The MERC website provides a
mechanism for problem-solving and professional development.

* National Center for Education Statistics (NCES) — The NCES is

located within the ED and the Institute of Education Sciences. It is the
primary federal entity for collecting and analyzing data related to education.
MSIX uses the standard NCES codes that are available on the NCES
website. For more information about NCES, click the “NCES” link or go to
(http://nces.ed.gov).

= State Migrant Education Program (MEP) Directors — The State MEP
Directors link provides a list of the State MEP Directors along with their
contact information.

Footer Navigational Elements

Rules of Behavior

This link provides the Rules of Behavior (ROB) that all users must accept before
accessing MSIX. The ROB describes your responsibilities and expected behavior
with regard to information and information system usage. They include the
following sections: Responsibilities, Monitoring, MSIX Security Controls, User
Credentials, Protection of MSIX Information, and Other Security Considerations.

Rules Of Behavior | ED | OME
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The ED link navigates you to the U.S. Department of Education (ED) website.
The URL is http://www.ed.gov.

Rules Of Behavior | ED | OME

OME
The OME link navigates you to the Office of Migrant Education website. The
URL is http://www.ed.gov/about/offices/list/oese/ome/index.html.

Rules Of Behavior | ED | OME
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Section 2: Getting Started

Now that you understand the basics of Migrant Student Information Exchange
(MSIX), you need to learn how to get begin and what steps are needed to gain
access and become an MSIX user. However, even before you become a user,
you can become familiar with some of the tools and resources available for
MSIX. Once you receive your User Name and Password, you will want to know
how to log in, log out, and how to manage your user account. This section
includes the following topics:

*  Gaining Access to MSIX
*  Preparing to be an MSIX User

* Logging In
*  Logging Out

*  Managing My Account

Gaining Access to MISIX

Information is found on the MSIX website (https://msix.ed.gov) to enable you
to apply for access to MSIX under the “How do I get an account?” link. Here,
you will find the MSIX User Access Guide and Application, which includes a sample
application form and describes the MSIX Application Procedure. This procedure
is composed of three processes: Applicant, Verifying Authority, and Final
Approving Authority and assumes that Training occurs at anytime within.

Obtaln training from
Trainers’ Corner on
MSIX website “Sign

In” page

Complete MSIX
training

=Submit training

Obtam an “User
Application for Access
to M5 form on MSIX
website

«Complete application

*Submit application to
Verifying Authority

‘Review entire
application for
completeness

erify Applicant’'s job
title and attest to the
requested MSIX role

-Complete “Verifying

= Create account based

certification with appropriate Authority” portion of on application
identification the application information
-Retum application to - Retain application for
JIN )\ Applicant ) |_efficial records

Appllcant sends to
State User
Administrator who
reviews “Applicant”
and “Verifying
Authority” sections
for completeness

J

Figure 2.1: MSIX Application Procedure
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These processes are discussed in further detail in this guide to provide the steps
for obtaining access to MSIX. In addition, the “User Administrator Search”
function is found so that you can determine where to submit your application.

Preparing to be an MISIX User

You can begin to learn about MSIX even before you receive your MSIX User
Name and temporary Password. In fact, it is strongly recommended that you
review the resources that are available on the website.

Sign In Page Links

The “Sign In” page contains some basic links to help you become familiar with
MSIX. They include the following: Forgot Password, Contact Us, How Do 1
Get an Account?, Trainers’ Corner, MSIX Implementation Status, and Help.

Forgot Password

Forgot Password navigates you to a page that contains the contact information
for a User Administrator who can reset your password if you forget it or are
locked out.

IFquot F‘asswordl Contact Us | How Do I Get an Account? | Trainers' Corner | MSIX Irplernentation Status | Help
1 |

Contact Us

Contact Us navigates you to the “Contact Us” page, which contains contact
information for the MSIX Help Desk. You can reach MSIX support via email
(msixsupport@deloitte.com) or phone (1.866.878.9525). Note, the Help Desk
does not reset passwords, create new users, deactivate, or disable existing users.

Forgot F‘asswordl Contact Us |IHDW Do I Get an Account? | Trainers' Corner | MSIX Irmplernentation Status | Help
|

How Do I Get an Account?
How Do I Get an Account provides access to the MSIX User Access Guide and
Application.

Forgot Password | Contact Us ) How Do I Get an Account? ] Trainers' Corner | MSIX Irmplernentation Status | Help

Trainers’ Corner

MSIX has a robust training program that includes online help and web-based
training. The training is accessible directly from the MSIX website under
Trainers’ Corner. Therefore, it is available prior to logging into MSIX by clicking
on the “Online Training” link for the desired role. This link contains numerous
documents to acquaint you with MSIX and online training modules for every
MSIX user role as shown below:

Forgot Password | Contact Us | How Do I Get an Account?ITrainers' Corner |MSI>< Implementation Status | Help
1
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10.

11.
12.

Online Training — Six role-based MSIX training courses that each take on
the average of one to two hours to complete depending upon your role and
how quickly you move through the course

MSIX User Manual (MS [Microsoft] Word, Adobe PDF [Portable
Document Format], 508 Compliant) — Detailed resource for using MSIX
Quick Reference Guide (MS Word, Adobe PDF) — One-page job aide to
summatrize the steps for the most commonly used MSIX tasks

Frequently Asked Questions (FAQ) (MS Word, 508 Compliant) — Most
typically asked questions in a searchable tool

MSIX Training Environment Guide (MS Word, Adobe PDF) —
Resource to enable state training facilitators plan, deliver, and evaluate their
MSIX training

MSIX User Administrator Guide for Managing User Accounts (MS
Word, Adobe PDF) — Role-specific manual to support User Administrator
tasks

User Access Guide and Application (MS Word, Adobe PDF) — Manual
to guide users in requesting and acquiring a user account

User Application for Access to MSIX (MS Word, Adobe PDF) —
Sample form that states can use to register users, verify their identification,
and confirm the correct level of the user’s access

MSIX Brochure (Adobe PDF in English and Spanish) — Concise
information to describe MSIX presented in a question-style format

MSIX Train-the-Trainer Regional User Conference — A presentation
that provides a basic overview of MSIX that was used at various conferences
to introduce MSIX

MSIX Help Desk — Phone number and email address for the Help Desk

MSIX Release Change Notes (MS Word, Adobe PDF) — Descriptions
of the enhancements made to MSIX since it’s initial roll-out in September
2007

MSIX Implementation Status

MSIX Implementation Status displays a summary of the pre-implementation,
implementation and fully implemented completion dates for each state. You will
see a United States map with a key to define the colors just below the map.

Faorgot Password | Contact Us | How Do I Get an Account? | Trainers' Corner IMSIX Implementation Status I Help

Help
Help provides access to a comprehensive searchable, online help and FAQs.

Forgot Password | Contact Us | How Do I Get an Account? | Trainers' Corner | MSIX Irmplernentation Status | Help
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Logging In

You will be notified via two separate emails as soon as you have been added as a
user to MSIX. Samples of the emails are shown below.

From Msix.Applicationfeds-orlando.com <Msix.Applicationfeds-orlando.com>
Date: Apr 1, 2007 10:38 AM

Subject: MSIX Account Confirmation

To: <User Name>

Hello «<User NameX,

Your State’s MS5IX User Administrator has just created an MSIX account for
you with the following user name:

<User Name>
(Permanent-Your User Name will not change.)

MSIX will send you another email with your temporary password

Please use the following link to access MSIX: https://meix.ed.gov.

If you have forgotten your login or password, please contact your
appropriate User Administrator.

If you have any questions regarding the contents of this email, please
refer to the online help, user guide and other documentation available
within MS5IX. You may alsoc contact the MS5IX Support Team at
mzizxsupport@deloitte.com.

This email account is not monitored.

Figure 2.2: User Name Sample Email

From Msix.Application@eds-orlando.com <Msix.Application@eds-orlando.com®>
Date: Apr 1, 2007 10:38 AM

Subject: MS5IX Account Confirmation

To: <User Name>

Hello <User Name>,

Please use the following password when accessing MSIX for your
initial login:

<System-generated Password>
(Temporary-You will change your Password.)

Flease use the following link to access MSIX: https://msix.ed.gov.

If you have forgotten your login or password, please contact your
appropriate User Administrator.

If you have any guestions regarding the contents of this email,
please refer to the online help, user guide and other documentation
available within MSIX. You may also contact the MS5IX Support Team
at msixsupport@deloitte.com.

This email account is not monitored.

Figure 2.3: Password Sample Email
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Once you have received these emails, you are ready to log into MSIX for the first
time. When you do so, you are prompted to review the MSIX training materials,
the Rules of Behavior (ROB), and change your password. After your initial
MSIX login, you will not be asked to accept the ROB again. However, you will

be required to change your password every 60 days.

In the event that you are not a regular MSIX user and it has been 90 days since
you last used MSIX, your account will be automatically disabled. You must
contact a User Administrator to have the account reactivated. You can find your
User Administrator’s contact information by clicking on the “How Do I Get an
Account” link on the MSIX Sign In Page.

Login Ermor Messages

You must carefully enter your User Name and Password. MSIX displays an error
message after each unsuccessful login attempt. You will be given two invalid
login attempts. After the third unsuccessfill login, your account locks and an
error message is displayed.

Login Error Messages

Scenario Error Message
User Name Field is Blank Error: You must enter a valid user name.
Password Field is Blank Error: You must enter your logon password.
User Name or Password are Incorrect Error: Authentication failed. Please try again.
Three Invalid Login Attempts Have Error: Your account is locked. Please notify the system
Been Made administrator.

Table 2.1: Login Error Messages

If your account is locked, contact your User Administrator to request that
your password is reset. To locate your User Administrator, go to the MSIX
website (http://msix.ed.gov) and click the “Contact Us” link. On this page,
you will find the “User Administrator Search” link.

Steps for First Time Login

o Access the MSIX URL (http://msix.ed.gov) and enter your User Name
and Password. Then, click the Login button.

On the “Change Password” page, enter your Old Password. Then,
enter a new password first in the New Password field and then a second
time in the Confirm New Password field. Your new password must
conform to MSIX password standards. To complete this step, click the
OK button.
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On the “Sign In” page, enter the newly created password in the
Password field. Then, click the Login button.

0 Click the Continue button on the “Warning” page.

Review and use the MSIX training materials. Then, click the Next
button. This page will only show with your first login to MSIX to remind
you of the importance of getting MSIX training prior to using MSIX.

On the “Rules of Behavior” page, review the information. Then, click the
Accept button.

Log into MSIX
The Sign In page is the entrance into MSIX.

U.S. Dapartn
Pramating e

Sign In
Please enter your username and password to login. Both fields are required and are case sensitive.
User Name\ |
Pasgword | |
Forgot Password | Contact Us | How Do I Get an Account? | Trainers' Corner | MSIX Implementation Status | Help
Unautharized use of this sits is prohibited and may subject youto civil and criminal prosecution

Change Your Password Using the MSIX Password Standards

The “Change Password” page allows you to change your password and only
appears with your first time login. MSIX standards require that a password must
have the following criteria:

*  Atleast eight (8) characters

* Atleast one upper case letter (A-Z) and one lower case letter (a-z)
* Atleast one number (1-9)

*  Atleast one special character (e.g., #, % or &)

* Cannot have spaces

* Cannot match any of your previous six (6) passwords
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Change Password
Enter your old password and a new password. Confirm your new password to make sure you entered it correctly
Your MSIX Password must:

*Contain at least eight {(8) characters;
*Contain a mix of letters {upper and lower case}, numbers, and
special characters (#, @, !, ~, &, etc.);
*Not match your previous 6 passwords

Error: You must change your password before you can continue

User Mame jsrmith

Old Password | | e

Mew Password | |

Caonfirm Mew Pasgward | |

Please make sure to protect your logon credentials at all times,
and never share your user id and/for password with anyone else.

Please do not write your password down or keep it in an area
where it can be easily discovered.

Please avoid using the "remember password” feature in your
internet browser,

Sign In Again with Your New Password

The “Sign In” page reappears with an error message prompting you to enter your
password. This is the new password that you just created on the “Change
Password” page.

Sign In

Please enter your username and password to login. Both fields are required and are case sensitive.

Error: You must enter your logon password

User Mame [jsmith
e Password

Forgot Password | Contact Us | How Do 1 Get an Account? | Trainers' Corner | MSIX Implementation Status | Help

Unsuthorized use of thiz site iz prohibited and may subject you to civil and criminal prosecution.

Review the Warning Page
The MSIX Warning page displays every time you successfully login. You must
press the continue button to accept the warning before proceeding to the next

page.
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U.5. Department of Education
Promoting educational axcellence far all Americans p

WARNING: UNAUTHORIZED ACCESS PROHIBITED!!!

This is a U, 5. Department of Education computer system. System usage may be monitored,
recorded, and subject to audit by authorized personnel. THERE IS NO RIGHT OF PRIVACY IN
THIS SYSTEM. Unauthorized use of this system is prohibited and subject to criminal and civil
penalties. System personnel may give to law enforcement officials any potential evidence of
crime found on U.S. Department of Education computer systems. USE OF THIS SYSTEM BY
ANY USER, AUTHORIZED OR UNAUTHORIZED, CONSTITUTES CONSENT TO THIS
MONITORING, RECORDING, and AUDIT,

=1 Q

© 2007 .5, Department of Education, For Official Use Only.

Review the Training Materials

This page displays upon initial user login. The Training Materials must be
reviewed by each user before proceeding to the ROB. You can review the
Training Materials at any time by clicking on the Training link at the top of any
MSIX page inside the application or by finding them outside the application on
the MSIX website.

U.S. Dapan of Education /
Pramotng educationa| excallerice for all Americans g

§ Welcome to Migrant Student Information Exthangé_ (MSIX)

Users should review the following training materials prior to working in MSIX:

Online Training

. User Manual
The Quick Reference Guide is available by clicking the Help link in the top right corner after logging in

The Online Training and the User Manual are available by dicking the Training link in the top right corner after logging in

0=

@ 2007 U.S. Department of Education. For Official Use Only.

Review the Rules of Behavior (ROB)

This page displays upon initial user login. The ROB must be accepted by each
user and a record of the user’s acceptance stored in the database. You can view
and print the ROB at any time by clicking on the link in the Footer Navigational
elements at the bottom of any MSIX page.
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U.S. Dapartmant of Education
Pramoting educational excallance for all Americans

& Welcome to‘Miaraﬁt Student Information Exi:hang; (MSIX)

Rules Of Behavior

Responsibilities

3

The Migrant Studsnt Informiation Exchangs
(M31%) is & Dapartrent of Education (ED)
information system and is to be used for
official use only, Ussrs must read,
understand, and comply with these Rules
of Behavior, Failure to comply with the
MSIX Rules of Behavior may result in
revocation of your MSIX account
privileges, job action, or criminal
prosecution,

MSIX users must complete @ basic security

awareness training course prior to being

aranted access to the system. The

security topics addressed in this document

provide the required security awaraness

content, 50 it is important that you read

throuah this entire text, Users must also &

Print Rules of Behavior e

© 2007 .5, Department of Education. For Official Use Only,

Logging Out

Logout terminates your MSIX session. This helps to manage the system
resources so connections are not open while not being used. It also provides an
extra layer of security to help prevent others from using your MSIX user account.

Steps to Log Out of MSIX
o Click the Logout link in the Top Navigation.

U.5. Department of Education
ramoting educational excellence for all Americans

|.'\l

My Account i Contact Us Help

Log Back Into MSIX or Close Your Browser
The “Logout” page provides the ability to return to the “Sign In” page using the
Return button. If you are finished using MSIX, just close your browser window.

U.S. Dapartment of Education
Promoting educational excellence far all Americans

You have now logged out of the MSIX Application

Click here to return to the MSIX Application.
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Managing My Account

You have the ability to update your account information. Updating account
information is limited to changing your telephone number and resetting your
password. You can change your telephone number as often as it is needed.
However, you can only change your password once per day. If other parts of
your account need to be updated such as your name or email address, you must
contact your User Administrator to make those changes.

Steps to Update Account Information
© ciick the My Account link in the Top Navigation.

Update Account Information such as Telephone Number or select the
Password Reset option to submit a request to have your password reset.

e Click the Save button.

Navigate to My Account
The My Account link is location in the Top Navigation.

U.5. Dapartment of Education
Praomoting educational excellence for all Amerncans F
i

VA e

My Account | Training | ContactUs | Help | Logout

Make Your Account Update and Save
This page allows you to change your Work Telephone Number or to submit a
Password Reset request.

Wotk Telephone Number: If you changed your Work Telephone Number,
the change will be immediate and you can click the My Account link to see
the change.

It is important to keep your number updated in the event that another MSIX
user or an Administrator may need to contact you at work, especially in cases
where direct communication is necessary to resolve issues pertaining to one
of your state’s students.

Password Reset: When submitting a request to reset your password, MSIX
will automatically send an email with your MSIX randomly-generated,
temporary password. This email will be similar to the sample shown in the
“Logging In” section of this manual.

With your femporary password, you can log into MSIX and then will be
prompted to change the password using the MSIX password standards. In
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addition, according to U.S. Department of Education (ED) security policy,
you cannot use your six previous passwords.

nt of Education

far all Americans /

My Account | Tea | ContactUs | Help | Logout

My Account

Name: JohnSmith
Username: Primary-1
Roles: MSIX Primary User

To update your name or email address, please contact your OME or State User Administrator. You can update your telsphone number or
reset your password, For additional information on password rules, please consult the MSIX User Guide,

* Indicates & required fiaid,

First Name: John
Last Name: Srith
Work Email Address: TrainingPrimary@msix.

Work Telephone Number: = (303 |y 123 |- 8890 | gxr,| |

Password Reset: [ Reset my password.

o=

007 U.S. Department of Education. For Dfficial Use Only Rules Of Behavior | ED | OME

Review Confirmation of Your Action

The “Confirmation” page displays a message that your request has been updated.
The page also has navigational links to navigate to different pages of MSIX.

U.S. Dapartment of Education
Framoting educational excellenca for all Americans

My Account | Training | ContactUs | Help | Logout

Confirmation

Your telephone number has been updated.

What would you like to do next?
¥ Goto the Home page
Go to the My Account page

007 U.5, Department of Education. For Dfficial Use Only Rules Of Behavior | ED | OME
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Section 3: Searching, Printing Records,
and Notifying

There are certain functions that are helpful tools for teachers, guidance
counselors, Migrant Education Program (MEP) data entry staff, recruiters,
registrars, and Data and Regional Administrators as they attempt to gain a greater
understanding and communicate about a particular student for placement
purposes and other needs.

The Migrant Student Information Exchange (MSIX) provides the ability to
search and display student records to assist in student placement. These student
records can be printed when a paper copy is needed. MSIX also allows a means
to send email notifications to another school about a student’s pending artival or
departure. These MSIX functions are limited to MSIX Primary Users, Secondary
Users, State Data Administrators, Regional Data Administrators, and District
Data Administrators.

This section includes the following topics:
*  Searching and Displaying
- Using Search and Display to View a Consolidated Record
- Using Search and Display to View an Historical Record
- Understanding Privacy Act Compliance
- Reviewing the Raw Student Record View
- Using Advanced Search
* Printing Student Records
* Notifying of a Student’s Arrival or Departure

Searching and Displaying
MSIX Primary Users, Secondary Users, State Data Administrators, Regional Data
Administrators, and District Data Administrators can look for a single student
record by the Student’s Name, MSIX ID, or the combination of State and State
ID. The Student’s Record can be viewed at a high level with the most recent
enrollments in the “Consolidated Student Record View.” Or, student records can
be viewed with all of the student’s information in the “Historical Student Record
View.”
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* Consolidated Student Record View (displays the most recent student
information) — This view can be used to verify the identity of the student
for whom you are searching. It provides the ability to flag a record for the
merge and split processes. This view also provides the ability to send an
email notification upon a student’s arrival or departure.

* Historical Student Record View (displays all schools and all MEP
program information) — This view can be used to determine proper
course placement or confirm student identity. Under the Enrollments
section, MSIX displays the Data Administrator associated with each
student’s records for each state. This help users to identify the correct
Data Administrators if contact is needed for questions or issues regarding

a student’s records.

Search for a Student Error Messages

MSIX displays one of the following error messages when you have entered

invalid or no search information:

Search for a Student Error Messages

Scenario

Error Message

State Field is Blank

Error: Please select a state.

MSIX ID Contains Letters vs. Numbers

Error: Please enter a numeric value for the MSIX ID.

First Name Field is Blank

Error: Please enter at least 1 character for the First
Name.

Last Name Field is Blank

Error: Please enter at least 1 character for the Last
Name.

No Data was Entered in a Field

Error: Please enter at least one search criteria.

Information is not Contained in MSIX

Error: No results were found. Please click the refine
search link to narrow the search criteria.

Table 3.1: Search for a Student Error Messages

Using Search and Display to View a
Consolidated Record

Steps to Search

o Click the Student Search link in the Left-side Navigation, which will
take you to the “Basic Student Search” page.

On the “Basic Student Search” page, enter the search criteria by using
at least one of the following fields:

1. Student MSIX ID
2. Student State ID
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3. Student First, Middle, or Last Name

Additional optional information such as Date of Birth (“Student DOB”
field) and Gender (“Sex” field) can also be entered to further refine a
search. All of the information entered is used to filter your results. If you
are unsure of some of the information, it is better to enter less data rather
than more.

MSIX will default to a “Partial” search unless you indicate otherwise.
Select either Partial or Exact for each search criteria. If you only know
some of the student information, use a Partial search. For Partial
searches, a wildcard is assumed at the end of the search data entered (e.g.,
entering “mi” for Last Name finds “Miller”” but not “Smith”).

This wildcard feature also allows you to search for students based on the
date of birth (DOB) when you only have partial date information. If you
enter partial DOB information, a list of all recorded students that were
born on that particular month, date, and/or year will be displayed.

MSIX receives all of its student data directly from states. If your state system
stores hyphenated names, then MSIX will display the data with hyphens.
The best way to search for hyphenated names is to use the “Partial” search
and use the part of the name before the hyphen.

Use “Exact” to search for an exact match to the information that you
entered. If no data returns, change to a “Partial” search just in case there
is a minor difference in the data.

O Click the Search button and the “Search Results for Student” page will
display. Search results can be sorted by column names by clicking the
column name.

Select an individual student record from the list by clicking on the
student’s MSIX ID or State Student ID link.

A column is provided on the right-hand side of the page where students
can be flagged as potential matches. Multiple students can be flagged
for merge in this column.
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Access the Student Search and Find a Student
This page allows you to search for a student in MSIX.

U.S. Dopartment of Education
Pramoting educational excallence for all Amaricans

My Account | Training | ContactUs | Help | Logout

Basic Student Search

Please enter your search criteria below, Ensure that your search contains at least one of the following elements:

1. Student MSIX 10,
2. State Student 1D,
3. Student First, Middle, or Last Name.

Partial searches are allowed by entering at least one character and selecting the "Partial” searc| tion, Use “"Exact” to search
for an exact match on the information that vou entered in a given field,

Please dlick Advanced Search for a more in-depth search capability.

Last Name: ‘ © Exact @ Partial
First Name: O Exact @ Partial

Middle Name: O Exact @ Partial
Student Sex: [SelectSex v

Student DOB: b evmmovey
MSIX ID: © Exact @ Partial
Student State ID: \ © Exact @ Partial

State: Select a State v|
O==

007 U.5. Departmant of Education. For Dfficial Use Only Rules Of Behavior | ED | OME

Select and Flag the Student Record

This page displays the results returned from your search. You can sort the search
results by clicking on the column names. In this sample, the data is sorted by the
“Date of Birth” column.

U.S. Department of Education
Fromoting educational excallence for all Americans

My Account | | ContactUs | Help | Logout

Search Results for Student:

Student State ID |State |Student Name
100065 Guitierro, Jesus Male
3384097496356 09002400004 A GUITROM, JUAN CARLOS A 06/18/2000
182782763535 09002570041 CA GUITROM, ANDREA M 11/26/2003  Female No

684957485243 UQDUE‘E?UEMUI Ca  GUITROM, JOSE 06/15/2004 Male  No

Multiple Birth |Flag for Merge
L

Male Mo

Flag Record(s) for Merge

007 U.5. Dapartment of Education. For Official Use Only Rules Of Behavior | ED | OME
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View the Most Recent Information for the Student

When you select an individual student from the list of search results, you see the
student’s most recent demographic information on the “Consolidated Student
Record View” page.

U.S. Department of Education
Promating educational excellence for all Americans o

My Account | Training | ContactUs | Help | Logout

Back To Search Resultd

Consolidated Student Record View

Search Results for MSIX ID: 684957498243
Student Name: JOSE GUITROM State [D: 09002570040 State: Ca

Historical Student Record
vig

Demographics [ Enrollments H Course History H ]

Printing Options: E [z

“fl Student Information

MName: JOSE GUITROMN Sex: Male
Birth Date: 06/15/2004 Multiple Births: Mo
Birth Location: SAN FRANCISCO, Unknown, United States Birth Date Verification: Cther
Male Parent:

Female Parent:

Qualifying Arrival Information {most recent})
Qualifying Arrival Date: 11/16/2006
Qualifying Move From Location: . Qualifying Move To Location:

Eligibility Information
Expiration Date: 11/15/2009 Expiration Reason:

Flag Record for Merge  Flag Record for Splif

Send an MSIX user an email notification indicating that & student has srrived in your ares or Send
has moved o their area  Notification

Exportta File

@ 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Understanding Privacy Act Compliance

To comply with the Privacy Act of 1974, MSIX records a student or guardian’s
dispute of the data contained for the student. To modify an MSIX record,
parents and students must first work directly with the state where the student is
currently enrolled by contacting their local Migrant Education Program (MEP)
personnel to view the MSIX record. If parents and/or students are unsure of
whom to contact locally, they should contact the State MEP Director. A list is

provided at http://www.ed.gov/programs/mep/contacts.html.

* Ifitis agreed that the information is in error, it must be corrected in the state
system before being corrected in MSIX through the regularly scheduled file
transfer process.

o Ifitis motagreed that the information is in error and the parents and/or
students are not satisfied, they can contact Jennifer Dozier, the MSIX Project
Manager, at 202.205.4421 in the Office of Migrant Education(OME). Then,
OME would enter a comment to the effect and the dispute would be
recorded in MSIX on the Consolidated Student Record View under the
Privacy Act tab. The student record would be unchanged in MSIX and
mirror that of the state.
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More information about parents’ and students’ rights under the Privacy Act
can be found at http://www.usdoj.gov/oip/ptivstathtm. The flowchart
below displays the events in the appeals process.

Cata is conected in Shate's MEP
Student or parants databass
roquast M moomd
ou
! Studant or parent coniacts
ﬁ':mi“wﬁﬁ Does:the stdan Migrant Program i helr | 15 th Informstion
d Na:orlw . —* orpamenidspuls  —Cengosqesteds  curent Stats o faciitels. —— vatified and
* mm‘&"’“ I dal2 nMSIng commcticn of the dispiited comected?
2 MESIX data
oot Ho

wmlsie:l l
Diata is not corrected in Slate's

Ho chiangess e MER dalabase
miade

NOTE:
Incormect student information eannot be updated directly into MSEX,
The state that provided incorrect information must update the student's record in it own state system.

Figure 3.1: Student Record Dispute Appeals Process

Review the Privacy Act Tab Information
The Privacy Act tab is displayed on the sample below because a dispute statement
has been entered for this student.

U.S. Department of Education
Promating educational excallence for all Americans

My Account | Training | Contactls | Help. | Logout

Back To Search Results

Consolidated Student Record View

Search Results for MSIX ID: 221174852241

Student Name: LUIS MIGUEL AGUILAR State 1D: 09002580047 State: CA Histoneal Student Becord

Wiew

Dmgraphir;s‘" Enmllments” Course Hisbog” Assessments | Privacy A:t}
Printing Options: B B 3

Student Information

Name: LUIS MIGUEL AGUILAR Sex: Male
Birth Date: 02/02/1998 Multiple Births: Mo
Birth Location: PALO ALTO, Unknown, United States Birth Date Verification: Other

Male Parent;
Female Parent:

Qualifying Arrival Information {most recent)

Qualifying Arrival Date: 12/31/2006

Qualifying Move From Location: i Qualifying Move To Location: 5
Eligibility Information

Expiration Date: 12/30/2009 Expiration Reason:

Flag Record for Merge  Flag Record for Split

Send an MSIX user an emall notification Indicating that & student has arved in your ares or Send
has moved o their area  MNotification

Exportto File

007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Review the Dispute Statement Comments
The dispute statement that has been entered by a Privacy Act Administrator
displayed for this student in the Comments History.

U.S. Department of Education
Framoting educational excellenca for all Americans

My Account | Training | ContactUs | Help | Logout

Back To Search Results

| Consolidated Student Record View

| Search Results for MSIX ID: 221174852241
Student Name: LUIS MIGUEL AGUILAR State 1D: 09002580047 State: Ca

B | pemoaraphics || il ][ course wistory || ]

Historical Student Record
WiEw

Printing Options: B B 2

Comments History:

Date Created Created By Last Updated Updated By

Comrment:
This student's parents state that he has passed the fourth grade, but schoal records indicate otherwise.

Flag Record for Merge  Flag Record for Split

Send an MSIX user an emall notification indicating that & student has arrived in pour ares or Send
has moved to their area  Notification

Export to File

@ 2007 U.5. Department of Education. For Official Usa Dnly Rules Of Behavior | ED | OME

Using Search and Display to View an Historical
Record

Steps to Search
Click the Student Search link in the Left-side Navigation, which will take
you to the “Basic Student Search” page.

On the “Basic Student Search” page, enter the search criteria by using at
least one of the following fields:

1. Student MSIX ID
2. State Student ID
3. Student First, Middle, or Last Name

Additional optional information such as Date of Birth (“Student DOB”
field) and Gender (“Sex” field) can also be entered to further refine a
search. All of the information entered is used to filter your results. If you
are unsure of some of the information, it is better to enter less data rather
than more.

MSIX will default to a “Partial” search unless you indicate otherwise.
Select either Partial or Exact for each search criteria. If you only know
some of the student information, use a “Partial” search. For Partial
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searches, a wildcard is assumed at the end of the search data entered (e.g.,
entering “mi” for Last Name finds “Miller”” but not “Smith”).

This wildcard feature also allows you to search for students based on the
date of birth (DOB) when you only have partial date information. If you
enter partial DOB information, a list of all recorded students that were
born on that particular month, date, and/or year will be displayed.

MSIX receives all of its student data directly from states. If your state system
stores hyphenated names, then MSIX will display the data with hyphens.
The best way to search for hyphenated names is to use the “Partial” search
and use the part of the name before the hyphen.

Use “Exact” to search for an exact match to the information that you
entered.

Click the Search button and the “Search Results for Student” page will
display. Search results can be sorted by column names by clicking the

column name.

Select an individual student record from the list by clicking on the
student’s MSIX ID or State Student ID link.

A column is provided on the right hand side of the page where students
can be flagged as potential matches. Multiple students can be flagged
for merge in this column.

Select the Historical Student Record View link on the top of the
“Consolidated Student Record View” page. MSIX displays the Data
Administrator associated with each student’s records for each state. This
information can now be found on the “Historical Student Record View”
page under the Enrollments section and will help you identify the correct
Data Administrator to contact for questions or issues regarding a
student’s records.
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Access the Student Search and Find a Student
This page allows you to search for a student in MSIX.

U.S. Department of Education
Promoting educational excalience far all Americans

My Account | Training | ContactUs | Help | Logout

Basic Student Search

bBase enter your search criteria below, Ensure that your search contains at least one of the following elements:

1. Student MSIX 10,
2. State Student ID.
3. Student First, Middle, or Last Name.

Partial searches are allowed by entering at least one character and selecting the "Partial” search option. Use "Exact” to search
o for an exact match on the information that you entered in a given field,

Please click Advanced Search for a more in-depth search capability.

Last Name: [ Eract @ Partial
First Name: Exact @ Partial

Middle Name: Exact @ Partial
Student Sex: [selectgex v

Student DOB: I/l !Il | (MMADDAYY YY)
MSIX ID: Exact @ Partial

Student State ID: |—| [0 Exact @ Partial
State: Selectediats ¥

@ 2007 U.5. Dapartment of Education. For Dfficial Use Only Rules Of Behavior | ED | OME

Select and Flag the Student Record
This page displays the results returned from your search.

U.S. Dapartment of Education
Promoting educational excellence for all Americans

My Account | Training | ContactlUs | Help | Logout

Search Results for Student:

Birth [Flaa for Merge

MSIX ID Student State 1D Student Name Date of Birth [Sex  [Multiple
820555715601 XAl42o4 1 Nj

Pl GOMEZ, Richard 02f18/1987 Male No
371835887654 09002590085 Ca GOMEZ, YANIRAE 11/03/1994 Female No

Flag Record(s) far Merge

007 U.S. Department of Education. For Dfficial Use Dnly Rules Of Behavior | ED | OME
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View the Most Recent Information for the Student
This page displays the most recent information about this student.

U.S. Depariment of Education
Pramoting educational excellance for all Americans

My Account | Training | ContactUs | Help | Legout

Consolidated Student Record View B0k o Sasroh RIsS

Search Results for MSIX ID: 829558712631
Student Name: Richard GOMEZ State ID: xXX14224 1 State: Nj

Historical Student Record
Wi

gl [ Enroliments | [ tourse History || ]

Printing Options: I8 B &

Student Information

Name: Richard GOMEZ Sex: Male
Birth Date: 02f18/1987 Multiple Births: Mo
Birth Location: Chiapas, Unknown, United States Birth Date Yerification: Other
Male Parent: Bernadinog Ascencion

Female Parent: Maria Elena Sanchez

Qualifying Arrival Information (most recent)

Eligibility Information
Expiration Date: 0z/17/2009 Expiration Reason:

Flag Record for Merge  Flag Record for Split

Send an MSIX user an emarl notification indicating that 2 student has arrived in pour areg or Send
has moved to thefr ares  [otification

Exportta File

2007 U.5. Department of Education. For Dfficial Use Dnly Rules Of Behavior | ED | OME
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View All MSIX Data for this Student Record

The Historical Student Record View displays all student information from all
schools and all Migrant Education Program (MEP) programs. Each student
record can be expanded to display Demographic, Qualifying Moves, and
Enrollments information.

U.S. Department of Education
Promoting educational axcellence for all Amaricans
3 "'T AL

My Account | Training | ContactUs | Help | Legout

Back To Search Resultd]

Student Name: Richard GOMEZ
Search Results for MSIX ID: 828556712691

Historical Student Record View a

Consaolidated Student Vie
Printing Options: B B4
[-1 XX14224 1 (New Jersey)

[+]1 Demographics

[+] Qualifying Moves

[-1 Enrollments

[-] School-Based Mep Project  05/25/2007 Ungraded 07 f26/2007
State: MNew Jersey Enrollment Date: 062572007

Withdrawal Date: 07/26/2007 Immunization:
Grade Level: Ungraded
Enrollment Type: Summer/Intersession Mep-Funded Project SchoolfProject Name: Hatch Middle
MEP Project Type: School-Based Mep Project School IDfFacility Name: Hatch Middle
Enrollment District: Camden City Enrollment Location: Camden, Nj 08103
PFS Indicator:
LEP Indicator: I1EP Indicator:
MED Alert: Designated Graduation School: Hatch Middle
Name Phone Email
California StateDatasdmin (123) 123 - 1231 msiztesting@7@gmail.com
SO California [101) 555 - 1212 meixtestings2@armail.com

California Reg-Data Admin (123) 123 - 1231 msixtestingss@gmail.com

[+]1 09002580058 (California)
[+] 09002580058 (California)
[+] XX14224 1 {(New Jersey)
[+] 09002580058 (California)
[+] XX14224 1 {New Jersey)

[+] 09002580058 (C rnia)
[+] 09002580058 (California)
[+109002580058 (G rnia)

@ 2007 U.5. Department of Education. For Dfficial Use Only Rules Of Behavior | ED | OME
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Reviewing the Raw Student Record View

For Data Administrators, an additional link, the “Raw Student Record View,”
is displayed on the “Historical Record View” page. This link directs the Data
Administrators to a page that contains the unprocessed student data that is
directly received from state files. In some situations, the data received from
states fails to meet the MSIX standards and is not displayed or is replaced by
MSIX reference data. By clicking on the “Raw Student Record View” link
and checking the raw data, you may view the student’s data as it was originally
submitted by the state to validate and verify the integrity of student
information in MSIX.

Note the “Raw Student Record View” Link is Available
Data Administrators will see this link if they need to see the original data
from the state.

U.5. Degartmant of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

Back To Search Results

Consolidated Student Record View

Search Results for MSIX 1D: 461975348223
Student Name: YANIRA SALAZAR State ID: 09001220006 State: Ca Historical Student: Record iew
W HTENT Recrd VIEW.

[ euralments | coure istory | assessments | peivacy act]

printing Options: B [ A

Student Information

Natne: ANIRA SALAZAR Seg Female
Birth Date: (18/25/2005 Multiple Births: No
Birth Location: AGUASCALIENTES, Unknown, United States Birth Date Verification: Other
Male Parent: JESUS SALAZAR

Female Parent: CRISTINA RIVERA

Qualifying Arrival Information {most recent)

Eligibility Information
Expiration Date: 05/10/2010 Expiration Reason:

FHlag Recori for Merge  Flag Reenrd for Split

Send an MSIX user an email notification indicating that 2 student has arrived in your arez or has moved to their area Send Hotification

@ 2007 .5, Department of Education, For Dfficial Use Only Rules Of Behavior | ED | OME
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View the Raw Date in the Various Sections
Each section of the student record can be expanded to display raw data in the
Demographic, Qualifying Moves, and Enrollments information.

U.S. Dapartment of Education
Promoting educational axcellenca for all Americans

Raw Student Record View Back To Search Result

Student Name: YAMIRA SALAZAR

Search Results for MSIX ID: 382365937621 Consolidated Student Vie
Historical Student Record Wies

Printing Options: i B9 3

[-1 09001220006 {California)

[+] Demaographics

[+] Qualifying Moves

T+1Farnllments

@ 2007 1.5. Department of Education. For Dfficial Use Only Rules Of Behavior | ED | OME

Using Advanced Search

The MSIX Primary Users, Secondary Users, State Data Administrators, Regional
Data Administrators and District Data Administrators can look for a single
student record using additional data elements on the “Advanced Student Search”

page.
Steps to Conduct an Advanced Search

0 Click the Student Search link i the Left-side Navigation, which wil
take you to the “Advanced Search” page.

Click on the Advanced Search link at the top of the “Basic Student
Search” page.

On the “Advanced Student Search” page, enter the search criteria by
using at least one of the following fields:

1. Student MSIX ID
2. State Student ID
3. Student First, Middle, or Last Name

Additional optional information such as Birth Country, Birth State,
Parent’s names, and the Multiple Birth Flag can be entered on the
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“Advanced Student Search” page to further refine the Student Search
Results. All of the information entered is used to filter your results. If
you are unsure of some of the information, it is better to enter less data
rather than more.

o MSIX will default to a “Partial” search unless you indicate otherwise.
Select either Partial or Exact for each search criteria. If you only know
some of the student information, use a “Partial” search. For Partial
searches, a wildcard is assumed at the end of the search data entered (e.g.,
entering “mi” for Last Name finds “Miller”” but not “Smith”).

This wildcard feature also allows you to search for students based on the
date of birth (DOB) when you only have partial date information. If you
enter partial DOB information, a list of all recorded students that were
born on that particular month, date, and/or year will be displayed.

MSIX receives all of its student data directly from states. If your state system
stores hyphenated names, then MSIX will display the data with hyphens.
The best way to search for hyphenated names is to use the “Partial” search
and use the part of the name before the hyphen.

Use “Exact” to search for an exact match to the information that you
entered.

Click the Search button and the “Search Results for Student” page will
display. Search results can be sorted by column names by clicking the
column name.

Select an individual student record from the list by clicking on the
student’s MSIX ID or State Student ID link.
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Access the Student Search to Find a Student
The “Basic Student Search” page links you to do an advanced search.

U.S. Departmant of Education
Promoting educational excalience for all Americans

My Account | Training | ContactUs | Help | Legout

Basic Student Search

se enter your search criteria below, Ensure that your search contains at least one of the following elements:

1. Student MSIX IO,
2, State StudentID.
3. Student First, Middle, or Last Name.

Partial searches are allowed by entering at least one character and selecting the "Partial” search option. Use "Exact” to search
o for an exact match on the information that you entered in a given field,

br 3 more in-depth search capability.

Last Name: © Exact @ Partial
First Name: © Exact @ Partial
Middle Name: E— O Exact @ Partial
student Sex: [SelectSex v

Student DOB: il b (MM/DDAY YY)
MSIX ID: O Exact @ Partial
Student State ID: O Exact @ Partial
State: Selecta State v‘

@& 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Use Additional Fields to Search for a Student Record

Advanced Search allows users to search for students on additional search critetia.
Notice that there are nine more fields on the “Advanced Student Search” page
than in the “Basic Student Search” page. Those additional fields are highlighted
below in yellow for this illustration, but are not highlighted in the MSIX
application.

U.S. Dapartment of Education
Pramoting éducational excellence for all Americans

My Account | Training | ContactUs | Help | Logowt

Advanced Student Search

Please enter your search criteria below. Ensure that your search contains at least one of the following elements:

1, Student MSIX ID,
2. State Student ID.
3. Student First, Middle, or Last Name.

Partial searches are allowed by entering at least one character and selecting the "Partial” search option. Use "Exact” to

+ search for an exact match on the information that you entered in a given field.

Click here to return to 3 Basic Search,

Last Name 1: O Exact @ Partial
Last Name 2: l:’ O Exact & Partial
"""" First Name: l:’ O Exact @ Partial
Middle Name: O Exact @ Partal

Suffix: O Exact & Partial

Student Sex: | SelectSex v
Student DOB: .’I_,f (MDD YV Y ﬁ

Birth Country: Select a Birth Country v‘
Birth State: Selecta State |
Multiple Birth Flag: Select Multiple Births Vl

Male Parent Last Name: © Exact @ Partial
Male Parent First Name: O Exact @ Partial
Female Parent Last Name: O Exact @ Partial
Female Parent First Name: © Exact @ Partial
MSIX 1ID: O Exact @ Partial
Student State ID: O Exact @ Partial

State: Select a State -

| check to perform a Soundex query.

Search Clear

e Clear

07 U.5. Department of Education. For Dfficial Use Only Rules Of Behavior | ED | OME
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Locate the Student
This page displays the results set returned from your search.

U.S. Departmant of Education
Pramoting educarional excellenca for all Americans

My Account | Training | ContactUs | Help | Logout

| Search Results for Student:

Refine Search

1SIX ID Student State 1D Student Name Date of Birth Multiple Birth [Flag for Merge

424514248759 X¥48447 1 i Gutierrez, Angel 04/22/1992 Male Mo il
BEOETS215478 X®48425 1 Nj Gutierrez, Carmen 10/09/1996  Female No

74297174254 K¥14595 3 i Gutierrez, Efren 11/13/1997 Male Mo
512108056038 X¥48434 1 M Gutierrez, Jasmin 02/10/1996  Female No

780932325533 Ax142351 Nj Gutierrez, Jasmin 04/13/1993  Female No
572125648424
545847130432 Xk48436 1 Mj Gutierrez, LIMA 08/30/1999  Female No

Ax14m40 1 M Gutierrez, Joanne & 10/14£1988 Female No

0

577534973862 fX=48431 1 Mj Gutierrez, Salomon 12/03/1994 Male No
161286612872 XX48407 1 Nj Sutierrez, Susan Alejand  06/14/1999 Female No

[ Flag Record(s) for Merge ]

@ 2007 U.S. Department of Education. For Official Use Dnly Rules Of Behavior | ED | OME

Printing Student Records

The MSIX Primary Users, MSIX Secondary Users, State Data Administrators,
Regional Data Administrators, and District Data Administrators can print a
student record using a selected print format.

Steps to Print

Click the Student Search link in the Left-side Navigation, which will take
you to the “Basic Student Search” page.

On the “Basic Student Search” page, enter the search criteria by using at
least one of the following fields:

1. Student MSIX ID
2. State Student ID
3. Student First, Middle, or Last Name

Additional optional information such as Date of Birth (“Student DOB”
field) and Gender (“Sex” field) can also be entered to further refine a
search. All of the information entered is used to filter your results. If you
are unsure of some of the information, it is better to enter less data rather
than more.

MSIX will default to a “Partial” search unless you indicate otherwise.
Select either Partial or Exact for each search criteria. If you only know
some of the student information, use a “Partial” search. For Partial
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searches, a wildcard is assumed at the end of the search data entered (e.g.,
entering “mi” for Last Name finds “Miller”” but not “Smith”).

This wildcard feature also allows you to search for students based on the
date of birth (DOB) when you only have partial date information. If you
enter partial DOB information, a list of all recorded students that were
born on that particular month, date, and/or year will be displayed.

MSIX receives all of its student data directly from states. If your state system
stores hyphenated names, then MSIX will display the data with hyphens.
The best way to search for hyphenated names is to use the “Partial” search
and use the part of the name before the hyphen.

Use “Exact” to search for an exact match to the information that you
entered.

Click the Search button and the “Search Results for Student” page will
display. Search results can be sorted by column names by clicking the
column name.

Select an individual student record from the list by clicking on the
student’s MSIX ID or State Student ID link.

Select the HTML (HyperText Markup Language), PDF, or MS Word
printing icons on the “Consolidated Student Record View” page.

° Select the report section(s) that you would like to print.

Select Print from the File menu of the new MS Word, Adobe, or Explorer
window.

0 Open the document and Print as you would normally print a document.
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Access the Student Search and Find a Student
This page allows you to search for a student in MSIX.

U.S. Department of Education
Prom oting educational excellence for all Americans

My Account | Tesining | ContactUs | Help | Logout

Basic Student Search

Flease enter your search criteria below, Ensure that your search contains at least one of the following elements;

1, Student MSIX 1D,
2. State Student ID,
3. Student First, Middle, or Last Name,

|| Partial searches are allowed by entering at |least one character and selecting the "Partial” se ion. Use "Eract” to
= search for an exact match on the information that you entered in a given field.

Please click advanced Search for a more in-depth search capahility,

Last Name: | O Exact @ Partial
First Name: O Exact @ Partial

Middle Name: | | O Exact @ partial

Student Sex: Select Sex ¥

Student DOB: | ,/I:l/ (MDD A VYY) @
MSIX ID: O Exact @ Partial
Student State 1D: | © Exact @ Partial
State: Selact a Stats ~

2007 U.5. Department of Education. For Dfficial Use Only Rules 0f Behavior | ED | OME

Select the Student Record
This page displays the results returned from your search.

U.S. Department of Education
Pramoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

Search Results for Student: Refine Search

MSIX D Student State 1D Student Name Date of Birth [Sex  [Multiple Birth [Flag for Merge
O

424514940759 Xx48447 1 Mj Gutierrez, Angel 04/22/1992  Male Mo
W OG0675215478 XX48455 1 M Gutierrez, Carmen 10/08/1996  Female Mo
174297174254 XxX14525 3 | &3] Gutierrez, Efren 11/13/1997  Male Mo
512196956938 Xx45434 1 Mj Gutierrez, Jasmin 02/10/1996  Female Mo

78B932325533 MM142351 Mj Gutierrez, Jasmin 04/13/1992  Female Mo
572125648424 Wx14240 1 j Gutierrez, Joanne & 10/14/1988  Female Ko
545847139432 XX48436 1 M Gutierrez, LINA 06/30/1999  Female Mo
577534973883 XX48431 1 M Gutierrez, Salomon 12/03/1994 Male No

3 [ 9 (0 ) o

161206612072 Xx409427 1 M Gutierrez, Susan Alejand  06/14/1999  Female Mo

Flag Record(s) for Merge

2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Determine the Preferred Printing Option
MSIX allows you to print the student file in one of the following formats: Adobe
PDF, MS Word, or as an HTML page.

U.S. Departmont of Education
Pramating educarional excellance for all Americans

My Account | Training | ContactUs | Help | Logout

Back To Search Resultd

Consclidated Student Record View

Search Results for MSIX ID: 174297174254

Student Name: Efren Gutierrez State ID: ¥¥14525 3 State: Nj Historical Student Record

Demographics [ Enmllments” Course Hisbug” Assessments]
Printing Options: B8 B 3

Student Information

Name: Efren Gutierrez Sex: Male
Birth Date: 11/13/1997 Multiple Births: Mo
Birth Location: west Palm Beach, Unknown, United States Birth Date Verification: Parent's affidawit
Male Parent: Roosewelt Fragoso
tate MEP Dire Female Parent: Esperanza Paniagua

Qualifying Arrival Information {most recent)

Eligibility Information

Expiration Date: 06/24/2010 Expiration Reason:

Flan Record for Merge  Flag Record for Spli

Send an MSIX user an email notification indicating that & student has srrived in your area or Se
has moved to their area [0l

Export to File

2007 U.5. Department of Education. For Official Use Dnly Rules Of Behavior | ED | OME
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Select the Report Content

Users are provided with the ability to select the sections of the Consolidated
Student Report they would like to print. When a user attempts to print a
Consolidated Student Report by clicking on one of the different printing options
(HTML, PDF, Word file), an option box appears that allows them to identify and
print only the data they currently need, while suppressing other information they
do not. You can filter what you print by selecting either individual sections
(Demographics, Enrollments, Course History, Assessments) of the report or can
print all of the report by selecting the “Print All” option.

U.S. Department of Education

Prameoting edusational exsallance for all Americans %

A, N, N 0 M

Ehus:ﬂﬂdw{... A= 3

Please select which sections
you would like to have
printed.

My Account | Training | ContactUs | Help | Logout

Egemﬁ“’h‘“ onsolidated Student Record View Back To Search Result
nrollments

I | D) Course History
[ Assessments : ults for MSTX 1D: 174297174254
i u me: Efren Gutisrrez State 1D: XX14525 3 State: M Historical Student Re Ifﬁ‘

Demographics || ][ Course istory ]

o

<

Printing Options: B8 B 3

Student Information

Name: Efren Gutierrez Sex: Male

Birth Date: 11/13/1997 Multiple Births: Mo

Birth Location: West Palm Beach, Unknown, United States Birth Date Verification: Parent's Affidavit
Male Parent: Roosevelt Fragoso

Female Parent: Esperanza Paniagua

Qualifying Arrival Information {most recent)

Eligibility Information
Expiration Date: 06/24/2010 Expiration Reason:

Flzg Record for Merge  Flag Recard for Spli

Send an MSIX user an emall notification indicating that a student has arrived in your area or Send
has moved to their area  [Notification

Export to File

@ 2007 U.8. Department of Education. For Dfficial Use Only Rules Of Behavior | ED | OME
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Proceed to Print a Consolidated Report
Users are provided with the ability to select the sections of the Consolidated
Student Record View.

U.S. Department of Education
Pramoting educational excelience for ail Americans

Please select which sections
you would like to have

My Account | Training | ContactUs | Help | Logout

printed ted Student Record View Batk Tn Search Results
[ Demographics for MSIX 1D: 868697614164
[ Enroltments Historica| Student Record

Efren Gutierrez State ID: XxX12200-1 State: N1

[ Course History e

[ | Assessments File Download
Print All

8  Internet

Do you want lo open or save this file? Printing Options: Bl B 2

Name:  consolidatedstudent, pdf
| Type: Adobe Acrobat Document, 54,3 KB
From:  training.msix.ed.qov

Male Parent: 9 Open Save E Cancel J

Male
iple Births: Mo
Date Verification: Parent's affidavit

Female Parent:

Qualifying Arriv. harm pour computer. If pou do not tiust the souce, do nat open or
Qualifying Move save this file. What's the risk?

Quallfying Arrive @ Whils fles from the Intemet can be useful, some fles can potertialy

ifying Move To

o Hammonton, Nl

Eligibility Information
Expiration Date: 06/24/2010 Expiration Reason:

Flag Record for Merge  Flag Record for Split

View the Record Results
Prior to printing, you can view the report results to determine if it is exactly what
you intended.

H consolidatedstudent[1]. pdf - Adohe Acrobat Professional

)
[
= [ES

Flle Edit Yew Document Comments Forms Tools Advanced indow Help
‘ij Create PDF - @ Cambine Files ~ @ Export * Eﬁ} Start Meeting - ﬁ SeCure T i Sign * Forms ~ 9 Review & Comment =

O lciesclo goei= Bl
Migrant Student
Information
Consolidated Student Record
MSIX ID 868697614164
State ID XX12200-1
State NJ
Demographics
Student Name Efren Gutierrez
Birth Date 11/13/1997
Sex Male
Multiple Births No
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Notifying of a Student’s Arrival or Departure

MSIX provides an email notification feature to alert another area of a student's
relocation in the case of their arrival or departure. As the sender, you will be
copied on the email, so it is easier for the recipient to contact you. In addition,
you can include comments regarding the student who is relocating. However, it
is important to remember that information entered in the “Comments” field will
be shared unedited and in their entirety with other MSIX users and you must be
careful to protect the student's privacy.

Steps to Send an Email Notification
Click the Student Search link in the Left-side Navigation, which will take
you to the “Basic Student Search” page.

On the “Basic Student Search” page, enter the search criteria by using at
least one of the following fields:

1. Student MSIX ID
2. State Student ID
3. Student First, Middle, or Last Name

Additional optional information such as Date of Birth (“Student DOB”
field) and Gender (“Sex” field) can also be entered to further refine a
search. All of the information entered is used to filter your results. If you
are unsure of some of the information, it is better to enter less data rather
than more.

e MSIX will default to a “Partial” search unless you indicate otherwise.
Select either Partial or Exact for each search criteria. If you only know
some of the student information, use a “Partial” search. For Partial
searches, a wildcard is assumed at the end of the search data entered (e.g.,
entering “mi” for Last Name finds “Miller”” but not “Smith”).

This wildcard feature also allows you to search for students based on the
date of birth (DOB) when you only have partial date information. If you
enter this partial DOB information when conducting a student search, a
list of all recorded students that were born on that particular month, date,
and/or year will be displayed.

MSIX receives all of its student data directly from states. If your state system
stores hyphenated names, then MSIX will display the data with hyphens.
The best way to search for hyphenated names is to use the “Partial” search
and use the part of the name before the hyphen. You can then locate the
name you are looking for in the list of results.
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Use “Exact” to search for an exact match to the information that you
entered.

Click the Search button and the “Search Results for Student” page will
display. Search results can be sorted by column names by clicking the
column name.

Select an Individual Student Record link from the list on the search
results page by clicking on the Student’s MSIX ID or State Student ID.

e Click the Send Notification link.

On the “Email Notification” page, select the State to indicate where the
message should be sent. Once you have the selected the state, the
District and School fields that are associated with that state will display.
You may enter one or both, but they are not required fields. Then, select
a Message from the available drop-down list choices.

Additional comments can be entered in the “Comments” field.
However, to protect the student's privacy, do not include any sensitive
information such as Social Security Numbers or other Personally
Identifiable Information. Your comments will be shared unedited and in
their entirety with other MSIX users.

o Click the Next button.

e Verify the Notification information. Then, click the Yes button. When
you send a student move notification, you will be copied on the email
that is automatically sent. This will serve as a confirmation to the person
that originated the notification, helping him/her to maintain his/her own
records. It will also make it easier for the recipient to respond to the
notification by providing your contact information.
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Access the Student Search and Find a Student
This page allows you to search for a student in MSIX.

U.S. Department of Education
Promoting educational excalience far all Americans

My Account | Training | ContactUs | Help | Logout

Basic Student Search

Flease enter your search criteria below, Ensure that your search contains at [east one of the following elements:

1. Student MSIX 10,
2. State Student ID.
3. Student First, Middle, or Last Name.

Partial searches are allowed by entering at least one character and selecting the "Partial” search option. Use "Exact” to search
o for an exact match on the information that you entered in a given field,

Please click Advanced Search for a more in-depth search capability.

Last Name: [ O Eract @ Partial
First Name: O Eract @ Partial
Middle Name: L O Exact @ Partial
Student Sex: [selectgex v

Student DOB: I/l !Il | (MMADDAYY YY)
MSIX 1D: O Exact @ Partial

Student State ID: |—| O Exact @ Partial
State: Selectediats ¥

@ 2007 U.5. Dapartment of Education. For Dfficial Use Only Rules Of Behavior | ED | OME

Select the Student Record
This page displays the results returned from your search.

U.S. Dapartment of Education
Promoting educational excellence for all Americans

My Account | Training | ContactlUs | Help | Logout

Search Results for Student:

Student Name Date of Birth Multiple Birth |Flag for Merge
O

GOMEZ, Richard 02f18/1987 Male No
09002530085 Ca GOMEZ, YANIRAE 11/03/1994 Female No 1

371835887654

Flag Record(s) far Merge

007 U.S. Department of Education. For Dfficial Use Dnly Rules Of Behavior | ED | OME
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Begin the Email Notification Process
From this page, you can begin to send the email notification by clicking the Send
Notification link.

U.S. Department of Education

Pramoti ational axcellence for all Americans

My Account | Training | ContactUs | Help | Legout

Back

To Search Results

e Consolidated Student Record View

Search Results for MSIX ID: 820558712601
Student Name: Richard GOMEZ State 1D: ¥x14224 1 State: Nj Histoncalstudent Reeofd

g Options: B2 @

Student Information

Name: Richard GOMEZ Sex: Male
Birth Date: o02/ig/1087 Multiple Births: Mo
Birth Location: Chiapas, Unknown, United States Birth Date Yerification: Other
Male Parent: Bernadino Ascencion

Female Parent: Maria Elena Sanchez

Qualifying Arrival Information {most recent)

Eligil Information
Expiration Date: 02f17/2009 Expiration Reason:

Flag Record for Merge  Flag Record for Split|

Send an MSIX user an emall notification indicating that & student has arrived in pour ares of Send
has moved to their ares || Notification

Exportta File

ED | OME

@ 2007 1.5, Department of Education. For Official Use Only Rules Of Behavior | |
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Select the New School Location
On this page you create the email notification to identify the state, district, and/or
school of a student’s change in location.

U.S. Department of Education
Promating educational excallence for all Americans

My Account | Training | ContactUs | Help | Logout

Email Notification

|| To natify angther MSIX user of an upcoming Student move, update the To section by selecting the State to which the student
is mawing,
M will ermail a move notification to the associated State Dat= ddrainiskestoe

To direct the notification to the appropriate District or Regional Data Administrator, also select the Districk or School to which
|| the student is moving, if known,

han
Press the Mext button to proceed to the Confirmation page.

External Links:

From

Name: MPU New Jersey
Phone Number: 1015551212
Email Address: msixtestinga7@gmail.com
State: HNew Jersey
User Role: MSIX Primary User

State: Waryland

District: [ST mARY'S COUNTY PUBLICSCHOOLS ST. v

Schoal: |Leonardtown High V‘

Notification

MSIX ID: 829558712601
Student Name: Richard GOMEZ
State ID: xx14224 1
State: Nj

Message: | This studentis leaving our area and indicated that hefshe is moving to your area. v

Comments:
5d " AL g - X
such as Social Security Numbers or ather Personally Identifiable Infarmation
in Comments fields, Comments entered below will be shared unedited and in
their entirety with other MSIX Users,
2007 U.5. Department of Education. For Dfficial Use Only Rules Of Behavior | ED | OME
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Verify the Email Content
On this page you verify the email message before you send it.

© 2007 U.S. Department of Education. For Official Use Only

U.S. Department of Education
Promoting educational excellance for all Americans

Email Notification Confirmation

From: Name: MPU New lersey
Phone Number: 1015551212
Email Address: msixtestingg7 @amail.com
State: Mew Jersey
User Role: MSIX Primary User

Tot State: Maryland
District: 5T, MARY™ S COUNTY PUBLIC SCHOOLS ST.
School: Leonardtown High

MNotification: This student is leaving our area and indicated that he/she is moving to your area.
MSIX ID: 829558712691
Student Name: Richard GOMEZ
State ID: ¥x14224 1
State: Nj

Comments:

Are you sure you want to send this email notification?

Sent Email Notification Sample
This is an example of the email notification that is sent to the other state.

From MPU New Jersey

Date: Dec 14, 2007 12:19 FM

Subject: This student is leaving cur area and indicated that he/she is
moving to Your area.

To: StateDataldministrator Maryland

This student is leaving cur area and indicated that he/she is moving to
YOUr BYEE.

Hame : Richard GOMEZ

MSIX ID : 829553712691

State ID 1 KE142241

State : Ni

From MFU New Jersey

Phone Number
Email Address
State

Role

1015551212
m3ixtestingé7@gmail. com
New Jersey

MSIX Primary User

To view this student’s record, leg in to msix.ed.gov and click on
"Student Search.”

Please use the fellowing link to access MSIX: http://maix.ed.gov.

If you have forgotten your legin or password, please contact your
appropriate User Rdministrator.

If you have guesticns regarding the contents of this email, please
refer to the online help, user guide and cther documentaticn available
within MSTX. You may alsc contact the M3IX Support Team at
msixsupportfde loitte.com.

This email account is not monitored.

Figure 3.2: Student Arrival/Departure Notification Sample
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Section 4: Generating Reports

Generating reports is role-based and the data contained in the reports differ
based on a user’s permissions. The following table provides a summary of the
Migrant Student Information Exchange (MSIX) reports by user role.

MSIX Reports

User Admin
Data Admin
Govt Admin

User Management Reports
User Account List
User Detail

User Role
Worklist Reports
Open Worklist
User Worklist
Region Worklist Aging Summary Report
Worklist Aging Report
State Data Reports
State Data Quality

State Data Load
Federal Data Reports

Federal Data Quality

Federal Data Load
OME Reports

MEP Student Counts by Demographic Category
MEP Student Enroliment
MEP Student Assessment
MEP Student Grade Retention
MEP Student Proficiency
Mobility
Ad Hoc OME Reports
MEP Student Missed Enrollment
Timeliness of MSIX Data
Placement

ANANAN

AN NANEN

AN
AN

ANIAN

ANANANENANEN

ANANAN

Table 4.1: MSIX Reports
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This section includes the following topics:
*  User Administrator Reports

*  Data Administrator Reports

*  Government Administrator Reports

*  Generating a Report

User Administrator Reports

MSIX provides User Administrators with three User Management Reports to
view information about the MSIX users in your state. There are three reports
found under the Reports link on the Left-side Navigation on the User
Administration home page. By clicking on that link, you will reach the “User
Management Reports” page that lists the User Account List Report, the User
Detail Report, and the User Role Report.

Data contained in the MSIX User Management Reports is retrieved from MSIX
periodically throughout the day. Due to these periodic updates, the information
contained in the reports may not contain updates made in MSIX within the past
hour. You can view a report or print it as you would any web page.

* User Account List Report — This report supports “Security Compliance
Reviews” to determine if users have the appropriate level of access to MSIX.
Reviews are also done to monitor whether a user is still actively using MSIX
or if the account should be deactivated.

* User Detail Report — This report provides greater detail about users by
including location and contact information, which may be helpful if you need
to communicate with a group of users.

* User Role Report — This report provides users grouped by role, which
may be useful to identify individuals for role-based training or if you wanted
to add a second role to a user group.

The table below gives a snapshot of the data fields or column headings found in

each report.
User Management Reports
User User User
Column Headings Account .
: Detail  Role

List
Name v v v
User ID v v v
Role v v
Status v v v
Address v
Contact (email & phone #) v
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User Management Reports
User
Column Headings Account
List
Organization v v
Last Login Date
Account Expiration Date
Account Activation Date
Account Creation Date
Status Date v
Table 4.2: User Management Reports

User User
Detail Role

ANIA N NN

Data Administrator Reports

MSIX provides Data Administrators with two groups of reports: Worklist
Reports and State Data Reports. The following reports are found in each group:

Worklist Reports
*  Open Worklist Report — This report provides worklist items that are still
pending resolution.

* User Worklist Report — This report provides worklist items grouped by

usef.

* Region Worklist Aging Summary Report — This report provides
worklist items grouped by regions and worklist type with by the number of
days they have been in progress.

*  Worklist Aging Report — This report provides worklist items grouped by
district and worklist type with the number of days they have been in progress.

The table below gives a snapshot of the data fields or column headings found in
each report.

Worklist Reports

Region
_ Open User Worklist Wor.klist
CIEm) (7 GRS Worklist Worklist Slf\rglr?lgry RASF;%?t
Report
Assigned To v
Created By v
Date Created v
Measure (# of days) v v
Region v v
Resolution v

Page 58



MSIX USER MANUAL

Worklist Reports

Region
Open User Worklist Worklist
Column Headings Worklist Worklist Aging Aging
Summary Report
Report
School District v v
State v v
Student Name v v
User ID v
Worklist Item Created v
Worklist Item Resolved v
Worklist Type v v v v

Table 4.3: Worklist Reports

State Data Reports

* State Data Load Report — This report provides the number of student
records that were loaded successfully into MSIX compared to the total
number received over a given period of time (day, week, month, year).

* State Data Quality Report — This report provides the number of student
records loaded into MSIX that were without issues out of a total number
received over a given period of time (day, week, month, year).

The tables below gives a snapshot of the data fields or column headings found in

each report.

State Data Load Reports Column Headings

File Received Date

State Name

Total Records Received

Tot Records Processed

Tot Records Rejected
Table 4.4: Data Load Reports

State Data Quality Reports Column Headings

File Received Date Birth Date

State Student ID Type Birth State

Reporting State Code Birth Date Verification
First Name Birth City

Middle Name Birth Country
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State Data Quality Reports Column Headings

Last Name 1 Male Parent First Name
Last Name 2 Male Parent Last Name
Suffix Female Parent First Name
Multiple Birth Female Parent Last Name
Gender Eligibility Expiration Date
Continuation of Services

Table 4.5: Data Quality Reports
Data contained in the MSIX Data Administrator reports is retrieved from MSIX
periodically throughout each day. Due to these periodic updates, the information
contained in the reports may not contain updates made in MSIX within the past
hour. You can view a report or print it as you would any web page.

Government Administrator Reports

MSIX provides Government Administrators with State Data Reports, Federal
Data Reports (the column headings are the same as with the State Data Reports),
OME Reports, and OME Ad Hoc Reports.

State and Federal Data Reports

Both the Federal and State Data Reports that Data Administrators use and
contains the same data fields or column headings. The Federal Data Reports
include the following:

* State and Federal Data Load Report — This report provides the number
of student records that were loaded successfully into MSIX compared to the
total number received over a given period of time (day, week, month, year).

* State and Federal Data Quality Report — This report provides the
number of student records that were without issue out of a total number
received that were loaded into MSIX over a given period of time (day, week,
month, year).

OME Reports

The OME Reports are federal reports that provide data by school, district, state,

and nationally for a given period of time. They include the following:

* MEP Student Counts by Demographic Category — Provides a count of
MEDP students across demographic categories

e MEP Student Enrollment — Provides a count of all MEP students
enrolled by grade
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MEP Student Assessment — Provides the percentage of enrolled MEP
students assessed by grade, demographic category, and subject

MEP Student Grade Retention — Provides the number of MEP students
placed in the same grade for two consecutive years and enrolled in a summer
program

MEP Student Proficiency — Provides the number of MEP students
assessed as proficient by grade, demographic category, and subject

Mobility — Provides the number of MEP students that made interstate and
intrastate moves

OME Ad Hoc Reports

The OME Ad Hoc Reports are user-generated reports that can be saved and
accessed at a different point in time. These reports include the following:

MEP Student Missed Enrollment — Provides the number of MEP
students with an interstate Qualifying Arrival Date (QAD) without a
corresponding enrollment in the receiving state

Timeliness of MSIX Data — Provides the number of occurrences of
students enrolled in a migrant program prior to having a withdrawal date
from a previous school

Placement — Provides the number of MEP students propetly and
improperly placed for a given enrollment

Generating a Report

Reports can be generated by the State Data Administrators, Regional Data
Administrators, and Government Administrators.

Steps to Generate a Report

0 Click the Reports link in the Left-side Navigation. Government

Administrators will also have options of selecting an OME link.

You will go a central reports page where you can make your next
selection. The page you find will be based on your role.

As a first-time user of a report, you must refresh the page to open the
report for the first time. You will not have this step again for this report.
You will have this step for any other report you have not previously
opened.
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Access the Reports Link
Click the Report link to reach the central page for reports available to your role.

C’;} U.S. Department of Education

Promoting sducational axcellence far all Americans

My Account | Training | ContactUs | Help | Legout

site and all its components are designed to facilitate the exchange of migrant student records for the purposes of
nrollment, placement, and accrual of credit in school,

Texas StateDataAdmin, Welcome to MSIX
smﬁ

You have worklist itemns to resolve,

@ 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Use the Central Reports Page to Select Your Report
Depending on your role, you will navigate to the one of the following pages:

(1) The User Administrator will see the following series of pages.

5. Dmpartmant &1 Biuratisn

Cantaetibe | Walp | Logeu

Reports for User Administrator e

AP Adm b

v B Omprrieent of Boventeen
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(2) The Data Administrator will see the following seties of pages.

i Dt ad @i

% Deperumen o Dibscatios

"

iy Acownt | Trsmisy | Cests il | bedp | Logeut

B OF Behavsar | 00 | OHE
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(3) The Government Administrator will see the following seties of pages.

Fa e 5 .

A

-2 ke LT AN, a0 2 TR U

Erderal Dats Load Repors
Tharse reports relate fo the oml datskoad prooeds

Refresh the Portlet for First-time Use
Click Refresh Page to refresh the portlet and open the report.

.S. Dopartmant of Education /
Pramoting sducational excallenca for all Americans g

| e Dt

My Account | Training | ComtactUs | Help | Logout

State data load @ Daily Customize
/N Refreshing Portlet

The portlet is refreshing. There is noestimate available for the time it will take to refresh. Click the link below to refresh the page and
check if the portlet is refreshed

Eefresh Page

@ 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Section 5: Merging and Splitting Records

At the heart of the Migrant Student Information Exchange (MSIX) is the ability
to collect, review, and reconcile migrant student records nationwide to result in
one unified database. This is accomplished by both electronic means and
through human intervention. This data management effort seeks to merge
records where duplicates are found and split records where they may have been
merged in errof.

The tasks around merging and splitting are limited to MSIX Primary Users, State
Data Administrators, Regional Data Administrators, and District Data
Administrators. This section includes the following topics:

*  MSIX Data Management
- Data Management by the MSIX Application
- Data Management by MSIX Users
*  Merging/Combining Student Records
- Processing a Near Match Merge
0 Evaluating a Near Match
0 Validating or Rejecting a (Near Match) Merge
- Processing a User Initiated Merge
0 Submitting a User Initiated Merge
0 Canceling a User Initiated Merge
0 Validating or Rejecting a User Initiated Merge
*  Splitting/Separating Student Records
- Processing a User Initiated Split
0 Submitting a User Initiated Split
0 Canceling a User Initiated Split
0 Validating or Rejecting a User Initiated Split
*  Escalating Merge and Split Requests

MSIX Data Management

Student records are uploaded into MSIX from states periodically to ensure the
MSIX database has the most recent and comprehensive information. There are
two ways this information is managed:

* By the MSIX Application — When a record is uploaded, MSIX reviews the
record to analyze whether it already exists in MSIX or is a new record.
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* By Human Intervention — At any time after the student record is in
the MSIX database, a user can intervene to initiate merging/combining
ot splitting/separating the record.

Data Management by the MSIX Application

When MSIX Receives a Student Record

Student Recetd
- MSIE Adds

ar Updatos

Record

! User Questions Record

Figure 5.1: MSIX Data Management

When student records are imported into MSIX, they are evaluated to determine if
they are new or potentially match an existing MSIX record. This is done with a
"Matching Engine" that produces a Matching Score using several pieces of
demographic data. Based on the resulting score, one of the following occur::

* New MSIX Record — No existing record matches, so a new record is
created.

* Merge — The new record dosely matohes an existing MSIX record and is
combined or merged with that record.

* Near Match — The new record somewhat matches an existing MSIX
record, but the results are not conclusive. Therefore, human review by a
State, Regional, or District Data Administrator is required to validate if
the record does match a student record or is a new record.

Record Matching Score Results
New MSIX Record Sufficiently different from any other MSIX record
Merge Over a specified level that indicates a close match
Near Match Somewhere between the Merge and New MSIX Record thresholds

Table 5.1: Matching Engine Results
Data Management by MSIX Users

The MSIX Matching Engine is the initial activity to review student records for
similarity. However, situations may atise when a user realizes that student records
should be reconciled by merging or splitting the records:

* Merge — If more than one record exists for the same student, the records
should be metged/joined together to tesult in one MSIX ID. A Primary User
or a Data Administrator can request a merge using the Initiate Merge process.
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* Split— If one record exists for two students, the records should be
split/separated to result in two MSIX IDs. A Primary User or a Data
Administrator can request a split using the Initiate Split process.

A merge or split that is initiated by a user is sent to a State, Regional, or District Data
Administrator to review the record. If a Data Administrator initiates the request, it is
sent to another Data Administrator for review.

Merging/Combining Student Records

A key MSIX feature is to link or merge a student’s records from multiple states so
all of the student’s information is contained in a single MSIX record. Student
record merges are identified automatically when state files are loaded into MSIX.
The MSIX Matching Engine scores matched records based on the demographic
data they contain. If records match over a specified score threshold, they are
automatically merged. If the matching score indicates that a new record is
sufficiently different from any other record in MSIX, a new MSIX ID is
automatically created.

The Merge Process begins in one of two ways: (1) when multiple records are
identified by the MSIX Matching Engine as a “Near Match” and therefore are a
candidate for merging or (2) when an MSIX user initiates a record merge.

(1) Near Match Merges — Matches that score between the merge and new
record thresholds are considered to be “near matches.” These records require
human review by a Data Administrator to determine whether or not they are a
match or a new student record.

(2) User Initiated Merges — A user may find while searching student records
that two or more records are clearly for the same student, but have separate
MSIX IDs. The user would initiate a record merge, which is automatically routed
to the Data Administrators for any open student enrollments on the student
record.

Data Administrators review the merge and validate or reject a user-initiated merge
if they determine that the records should remain separate.

This sub-section will include the following topics:

- Processing a Near Match Merge

0 Evaluating a Near Match

0 Validating or Rejecting a (Near Match) Merge
- Processing a User Initiated Merge

0 Submitting a User Initiated Merge

0 Canceling a User Initiated Merge

0 Validating or Rejecting a User Initiated Merge
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Processing a Near Match Merge

A Near Match involves student records that the MSIX Matching Engine found
to be a close but not an absolute match. A Data Administrator must intervene to
determine whether student records should be merged or remain separate. The
figure below reflects the process workflow for a Near Match.

|S1ﬁI& submits naw student * Escalates o next level
data data admiresirator
UnicIC identifies & near Mo Action Taken ME 1 creates a new MSLX -
match to an existing D for the neiw shudent E;‘a”fa“’;-’r'm"’ next ievel
racond recond
1
Y Data
MSIX routas the student s Eebar Mot a Match K
records to the appeopriate Aoteniies whaibar t Mo Action Taken MSIX craatas naw MSIX
dzla administrabar —» I far he new studanl
associated with the new e ATtk e racord
sl ecod menged of is not & Merge
match
MSIX routes the student Data Rizject Merge
recards io the appropriate: adminlstrator
data admirelrator —  detarmines whethar lo
associated with the validate o reject the
exlsling sludent record merge Walidate Merge

MSIX merges the new
student record with
existing student record

* Escalation Paths
Digtrict Data Adminsirstor (DDA) = Regional Data Administrator {RDA) = State Data Administratos (SDA)

Figure 5.2: Workflow for Near Match Resolution
There are basically two phases in processing a Near Match.

*  Phase 1: Evaluation — The Near Match need to be reviewed to evaluate its
legitimacy (i.e., make a decision to merge or leave it as two records).

*  Phase 2: Validation or Rejection — The Near Match must be validated as a
merge or reject and remain as separate records (i.e., follow through on the
decision).

Once a near match has been validated by the State, Regional, or District Data

Administrator, MSIX reflects that student record change the following day.
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Evaluating a Near Match

Steps to Evaluate a Near Match

o Click the Worklist link on the Left-side Navigation, which will take you
to the “Worklist” page.

On the “Worklist” page, click on a student record link under the Near
Matches heading.

If applicable, enter a justification in the comment field. The comment
field may contain up to 250 characters. To protect the student's ptivacy,
do not include any sensitive information such as Social Security Numbers
or other Personally Identifiable Information. The comments will be
shared unedited and in their entirety with other MSIX Users.

0 Review the records to determine if they should be joined or remain
separate as they are. If you decide to leave the records unchanged, click
the Not a Match button. If you decide to combine the records, click the
Merge Record button.

Access and Review the Worklist
The Worklist displays the assigned match resolution or merge validation task(s).

U.5. Department of Education
Pramoting educational excslisnce for all Americans

My Account | Training | ContactUs | Help | Logout

Worklist for Texas StateDataAdmin

These are worklist items that have been identified and require an action to resolve or validate student recards,
To wiew student record details, please cick on any of the records below.
“@Near Matches

LastName First Name "1 Name
Simah 08/26/1990 Female 2008-04-01 10:42:21.0

E] 08/08/1990 Female 2008-04-01 10:42{21.0

Frida 02/10/1990 Male 2008-04-01 10:42:21.0
Validate Merge
You have no worklist items assigned.
Yalidate User Initiated Merge
Yau have no worklist items assighed.
Yalidate Split
Middle Name Birth Date Sex Date Created
Hernandsz Felipe 08/10/1990 Male 2008-05-20 15:48:07,0

@ 2007 U.$. Department of Education. For Dfficial Use Only Rules Of Behavior | ED | OME
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Add a Comment (if appropriate) and Make a Decision

The “Near Match Resolution” page displays the near match records that require
human resolution. Based on your decision, click Not a Match to disagree with the
Near Match or Merge Record to agree with the Near Match.

U.S. Department of Education /
Prometing educational excellence for all Amencans

-5 r g 2 R
LY A El X A LF g
5 A i W z L X -
My Account | Training | ContactUs | Help | Legout
Near Match Process Flow
Near Match Process
= ==
Select Warklist llzm Evaluate Halch ana

Deleiming dclan

Worklist: Near Match Resolution A

Mew student record{s) has/have been submitted for validation. Please validate or reject the merge of the student record by
clicking on the appropriate button. If you reject the merge, then a new MSIX 1D will be created for the student record, If you
validate the merge, the student records will be merged into one,

If this is a new student, please click on the "New MSIx ID" button to create a new MSIX student 10,

If any of the records are a match, please check one record at a time and click the "Merge Record” button.

If none of the records are a match to the new student record, please select all the records and click the "Mot a Match”
button.

Reassign this Worklisy
New Student Record:

The New Student Recard is a record recently submitted by a state to MSIX. The new record is a close match to one or more records|
already in MSIx.

MNew MSIX ID

Submitting State: Texas Student State I10: 09002510018CC
MSIX ID: Student Name: Simah Ernest

Birth Date: 0Bf26/1090 Birth Location: LUBBOCK Unknown
Multiple Birth: Mo Sew! Female

Male Parent:

Female Parent:

Near Matches Found in MSIX:

The records below are potential matches to the New Student Record above.

Submitting State: Missouri Student State 10: 100076

MSTX ID: 368954258327 Student Name: Sima Ermesto

Birth Date: 02f25/1990 Birth Location: LUBBOCK Unknown
Multiple Birth: Sex: Female

Male Parent:
Female Parent:

Comments:

Max Length = 250 characters

To protect the student's privacy, do not include any sensitive information
such a5 Social Security Numbers or other Personally Identifiable Information
in Camments fields. Comments entered below will be shared unedited and in
their entirety with other MSIx Users,

Mot a Match Merge Record

007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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BOTH A MERGE CONFIRMATION AND REJECT
CONFIRMATION ARE SHOWN

Review the Near Match Merge Confirmation

The “Confirmation” page indicates that the records were successfully merged and
that a State, Regional, or District Data Administrator was notified to review and
Validate the Merge.

U.§. Department of Education
Prosvooting - ucational sxciTiarion i il A

ccoun: rainin.

" Confirmation

The two records will await validation far the final merge,
1- Student Name: Simah Ermest
¥ 2- Student Name: Sima Emaesto

To go back to your worklist please click hare.
N To go back to your potantial merge list please dic
T go back to your potential split list please dick here,

Review the Near Match Reject Confirmation
The “Confirmation” page verifies that the student were not merged and a new
MSIX ID was created for the new student record.

Confirmation

The student has been assignad a naw MSIX ID: 382238553572
Student Name:  Sims Ernesto

B To go back to your worklist plaase elick b

To go back to your potantisl ge st please click
To go back to your potential spkt list please dick higrs

Pomantial Merge Liry

Validating or Rejecting a (Near Match) Merge

Once a Near Match has been resolved, it is ready to validated or rejected. Once a
near match has been validated by the State, Regional, or District Data
Administrator, MSIX reflects that student record change the following day

Steps to Validate or Reject a (Near Match) Merge

o Click the Worklist link on the Left-side Navigation, which will take you
to the “Worklist” page.

On the “Worklist” page, select an item by clicking on a Student Record
link under the “Validate Merge” column heading,

If applicable, enter a justification in the comment field. The comment
field may contain up to 250 characters. To protect the student's ptivacy,
do not include any sensitive information such as Social Security Numbers
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or other Personally Identifiable Information. The comments will be
shared unedited and in their entirety with other MSIX users.

O Review the records to determine if they should be joined or remain as
they are. If you decide to leave the records unchanged, click the Reject
Merge button. If you decide to combine the records, click the Validate
Merge button.

Access and Review the Worklist
The Worklist displays the assigned match resolution or merge validation tasks.
(_f\‘ R

My Account | Training | ContactUs | Help | Logout

U.S. Department of Education
L _) Promoting educational excelienc for all Americans

-

| Worklist for Texas StateDataAdmin

| These are worklist items that have been identified and require an action to resalve or validate student records.
e student record details, please click on any of the records below,

Matches

1
Last Name First Name Middle Name Suffix  |Birth Date Sax Date Created
o OCHOL PATRICIA GAg 2 07/28/1330 Female  2008-05-30 12:43:11.0

& OCHOA PATRICIA AN 07/28/1930 Female  2008-03-30 12:43:11.0

W validate Merge
You have no worklist items assigned.

Yalidate User Initiated Merge
You have no worklist items assigned.

Yalidate Split

Middle Name Birth Date Sex Date Created

B Hernandez Felipe 08/10/1990 Male 2008-05-20 15:48:07 .0

2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Validate or Reject the Merge
Validate Merge allows you to validate or reject student record merge requests.

U.S. Department of Education
Promoting educational excellence for all Americans

ining | ContactUs | Help | Logout

Merge Process

Select WarkFal e m Evalusie Heige and
Deleimine Aclan

-------- | Worklist: Near Match Resolution Return to Worklist

The new student record has been submitted for walidation. Please walidate or reject the merge of the student recard by
dlicking on the appropriate button. If you reject the merge then the student record will remain unchanged. If vou validate the
merge then the student records will be merged into one,

Merge History
Created bv: Sam Stone Date: 2008-05-30 12:43:11.0
Phone: 123-455-7890 extt Epqj|: brivller@delaitte.com

User Comments: "*

Reassign this Warklis]

Master Student Record Printing Options: BB £

Submitting State: Virginia Student State 1D: WaD-560
MSIX ID: 434673792042 Student Name: Patricia Gabriela Ochoa
Birth Date: 07/28/1990 Birth Location: RICHMOND Yirginia

Multiple Birth: No Sex: Female
Male Parent: JESUS OCHOA
Female Parent: LUCINA VALEMCIA

Other Student Record{s) in MSIX Printing Options: B8

Submitting State: Virginia Student State 1D: Wan-609

MSIX ID: 4923244528669 Student Name: MANCY JEAMETTE OCHOA
Birth Date: 11/16/1990 Birth Location: RICHMOND Yirginia
Multiple Birth: Mo Sex: Female

Male Parent: FILIBERTO OCHOA

Female Parent: LOREMA OCHOA

C st

Max Length = 250 characters

To protect the student’'s privacy, do not include any sensitive information
such as Social Security Mumbers or other Personally Identifiable Information
in Comments fields, Comments entered below will be shared unedited and in
their entirety with other MSIx Lsers.

[ Rieject Merge ][ “alidate Merge

2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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BOTH A MERGE CONFIRMATION AND REJECT
CONFIRMATION ARE SHOWN

Validate Merge Confirmation
The sample “Confirmation” page below is the result if you select the Validate
Merge button.

U.S. Department of Education
Pramoting educational excellenca for all Americans

My Account | Training | ContactUs | Help | Logout

Flag for Merge/Split Results Page

2 Confirmation

The student record merge has been approved,
Student Name: Cchoa, Patricia

N o go back to your worklist please dick here,
. To go back to your potential merge list please click here.
To go back to your potential split list please dick here.

@& 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Reject Merge Confirmation
The sample Confirmation page below is the result if you select the Reject Merge
button.

U.S. Department of Education
Pramoting sducarional excellance far all Americans

My Account | Training | ContactUs | Help | Logout

| Flag for Merge/Split Results Page

3| Confirmation

| The student record merge has been rejected.
To go back to your worklist please dick hers.
To go back to vour potential merge list please click here.
To go back to your potential split list please dick here,

@ 2007 U.8. Department of Education. For Dfficial Use Dnly Rules Of Behavior | ED | OME
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Merge Completion Notification
The email notification is sent to confirm that the Match has been accepted.
The sample reflects another student record merge occurrence.

From Msix.ipplicationfeds-—orlando.com <Msix.Applicationfeds-orlando.com>
Date: MNov &, 2007 12:19 PHM

Subject: A Merge you initiated has been accepted by M3IX

To: DistDataldmin Arizona

Hello DistDataldmin Arizona,
Four reguest to merge the following two students has bheen accepted:
SGtudent Name: Hector Chapa

State Student Id: AZAROSMSZ00S
Submitting State: Arizona

SGtudent Name: Hector Adrian Chapa
State Student Id: 100044500MNG
Submitting State: Arizona

Pleaze use the following link to access MSIX: http://msix.ed.gov.

If wou have forgotten your login or password, please contact your
appropriate User Admwinistrator.

If wou have any gquestions regarding the contents of this email, please
refer to the online help, user guide and other documentation available
within M3IX. You mway also contact the M3IX Support Tesm at
msixsupportideloitte. com.

This ewail account is not monitored.

Figure 5.3: Sample Merge Acceptance Email
Merge Rejection Notification

The email notification is sent to confirm that the Match has been rejected.
The sample reflects another student record merge occurrence.

From Msix.ipplicationfeds—orlando.com <Msix.Applicationfeds-orlando.com>
Date: Now 2, 2007 12:19 FPH

Subject: L Merge you initiated has been rejected by M3IX

To: DistDataldmin Arizona

Hello DistDatalddmin Arizona,
FYour regquest to merge the following two students has heen rejected:
SGtudent Name: Hector Chapa

State Student Id: AZAROSMSZ00S
Submitting State: Arizona

SGtudent Name: Hector Adrian Chapa
State Student Id: 100044500MNG
Submitting State: Arizona

Pleaze use the following link to access MSIX: http://msix.ed.gov.

If wou have forgotten your login or password, please contact your
appropriate User Admwinistrator.

If wou have any questions regarding the contents of this email, please
refer to the online help, user guide and other documentation available
within MSIX. You may also contact the MSIX Support Team at
msixsupportideloitte. com.

This ewail account is not monitored.

Figure 5.4: Sample Merge Rejected Email
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Processing a User Initiated Merge

A user can initiate a merge when one or more records appear to belong to the
same student. A Primary User or a Data Administrator can request a merge using
the Initiate Merge process. Once a merge has been initiated, MSIX automatically
notifies a State, Regional, or District Data Administrator to review and validate
the merge. The figure below reflects the process workflow for User Initiated

Merge.
| User views potential mergs .
User flags student records | ol e Escalatas i nexd lavel
aicancilal e listand iniliates ha meroe it
Ly procass
A
Mo Action Taken
ME1X routes the student ade:\i:!Eralu' MS1X marges the student
raconds o the appropeiata 3 Validate records and notifies the
data scministator o [ % OGS ::‘:ﬂ“i’hf " Merge user who initiatad the
walicate the merge marge meroa
1
Reject Merge

[ MiSI does nol merge the
istudent records they remain
=5 wo saparale recards
and notifies the user who
Initrasted the merge

* Escalation Paths
District Data Administrator (DDA} > Regidnal Deta Administralor (RDA) > Stats Dala Administatar {SDA)

Figure 5.5: Workflow for User Initiated Merge

Page 76



MSIX USER MANUAL

Submitting a User Initiated Merge

As a Primary User or Data Administrator, you can flag a student record for a
potential merge if it appears that two or more records actually belong to the same
student. A user determines that student records should be merged when
searching and displaying student records if he or she finds records which are
clearly for the same student, but have two separate MSIX IDs. The user may
then initiate a record merge. These merges are then routed by MSIX to the
appropriate State, Regional, or District Data Administrators, based upon the
open student enrollments in the student record.

Merge Enror Message

MSIX displays an error message if you attempt to flag a student for merge that
has already been flagged by another user. You may see the following error
message:

Merge Error Message

Scenario Error Message

Another User has Flagged the Student MSIX was unable to flag these records for merge/split.

for Merge See section “Unsuccessful Merge Flag Attempts” for
further information. Click here for a list of Data
Administrators associated with these students.

Table 5.2: Merge Error Message

Steps to Initiate a Merge

Search for all students who qualify for potential merge. Select an Individual
Student Record MSIX ID link from the list on the “Search Results for
Student” page. At this point, it is assumed that you have reviewed the student
records thoroughly using the “Consolidated Student Record View” (showing
the most recent information) and the Historical Student Record View”
(showing all information about the records).

e You can flag the records for merge by using either of two methods: (a)
the “Search Results for Student” page or (b) the “Consolidated Student
View Record” page.

Option A: “Search Results for Student” Page — For each potentially
matching student, select the option box next to the student name. Then,
click the Flag Record(s) for Merge button to add the record to the
Potential Merge List.

Option B: “Consolidated Student View Record” Page — For each
potentially matching student, click on the Flag Record for Merge
button to add the record to the Potential Merge List.
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e Click on the Potential Merge List link in the left navigation.
O Select the student records to merge and click the Process Merge button.

Select the record to be the master student record. The master student
record is the one which keeps the current MSIX ID. The other student
records are combined into the master student record’s MSIX ID.

© ciick the Merge butcon.

Locate Student Records to Merge

This page displays the results returned from your search. Here, you can use
Option A and check the option next to the student names and Flag the
Record(s) for Merge.

nt of Education
stional excellence for all Americans

| Help | Logeut

My Account | Training | ContactUs

| Search Results for Student: ow

Student Name Date of Birth Multiple Birt: rlag for Merge

I | Ca OROZCO, ANa 07/28/2003  Female Mo
8481890926183 00003580066 ca OROZCO, CHRISTOPHER 06/10/1998 Male  No
347842892759 10000488 MO OROZCO, FRANCIS & 09/23f1991  Female

3478428092759 09002580067 ca OROZCO, FRANCISCO & 059/20/1991 Male Mo
8 854412885646 09002580048 Ca OROZCO, JOSE M 04/21/2000 Male  No
F67833498317 DQUDZSSUDG‘SI ca QROZCO, LISETTE 03/31/2003  Female Mo

[ Flag Record(s) far Merge ]

@ 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Use Option B to Flag Record for Merge on the Consolidated Student View
On a “Consolidated Student Record View” page, you can flag a record for merge.

U.S. Department of Education
Fromoting ional excelienca for all Americar

My Account | Training | ContactUs | Help | Logout

Consolidated Student Record View Back To Search Resultd
Search Results for MSIX ID: 992282717587
Student Name: ANA DROZCO State 1D: 09002560038 State: CA Historical Studeht Record

i
Raw Student Recar
Wiew

Demographics l | Assessments

Student Information

Name: ANA ORDZCO Sex: Female
Birth Date: 07/28/2003 Multiple Births: Mo
Birth Location: SAM FRANCISCO, Unknown, United States Birth Date Verification: Other

Male Parent:
Female Parent:

Qualifying Arrival Information {most recent)

Qualifying Arrival Date: 07/06/2005
Qualifying Move From Location: L Qualifying Move To Location: .

ity Information
Expiration Date: 07/o5/2008 Expiration Reason:

Flag Record for el Flag Recard for Snli

Send &n MSIX user an emall notification indicating that & studsent has arrived in your ares or Send
has moved fo their ares  Notification

Exportto

© 2007 U.5. Department of Education. For Dfficial Use Only Rules Of Behavior | ED | OME

Process the Merge from the “User Initiated Merge Records” List
The “User Initiated Merge Records” list displays the student records that have
been flagged for merge.

U.S. Departmant of Education
Framoting educational excallence for all Americans

Merge Process

(3 ==t e ol
hd
faentily 27 llag iecanas Select Lazt 2nd laentiy Ine masle: Canfim 2nd waules far
determing actian iecad and milate e vaRlalans

meige pracem

Reports

Student records identified by California StateDataAdmin

These are the student records that you have identified for a potential merge.

To initiate a merge, select at least two of the records and click the "Process Merge” button, To remove a studen record from
the merge process, check the corresponding student record and dick the "Remaove from Potential Merge List” button. To exit
the merge process, please dick on any of the navigation menu items,

erge Records

Student Name Date of Birth

367833498317 09002580065 Califarnia OROZCO, LISETTE 03/31/2003 Female Mo
2092282717587 08002560038 California OROZCO, ANSA 07/28/2003 Female Mo

[ Remove from Potential Merge List Process Merge I]

2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Page 79



MSIX USER MANUAL

Select the Master Student Record
Select the option for MSIX ID that will be the master student record.

U.S. Department of Education
Pramoting educational excellance for all Amencans

Merge Process Flow

Merge Process

[enliy and llag iecaids Select lazk and enliy Ine mazie: Canfim and wules far
lar maige Aalzimine azlian \zenid and inliale he valdatians
meige pacem =

Process Potential Merge

Return to lis

Please confirm the recards selected for merge by identifying which record will become the master record then dick the
"Merge" button to continue,

Student State 1D Student Name  |Date of Birth M Multiple Birth

367833498317 09002580065 California OROZCO, LISETTE 03/31/2003 Female Mo
892282717587 09002560038 California OROZCO, ANA 07/28/2003 Female No

©=
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View the Merge Confirmation
The confirmation page indicates the merge was successfully initiated and has
been routed to a Data Administrator for validation.

U.S. Department of Education
Pramating sducational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

Flag for Merge/Split Results Page

Confirmation

Your records have been merged and are pending approval,
To go back to your worklist please click here,

To go back to your potential merge list please click here.
To go back to your potential split list please click here,

007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Canceling a User Initiated Merge

Primary Users and Data Administrators can cancel a request for a student record
merge if needed. It is possible that you would learn more about the student
records and determine the records should remain separate. You can cancel the
merge request to prevent it from going further into the Merge Process.

Steps to Cancel a Merge

o Click on the Potential Merge List link in the Left-side Navigation.

Select the student records to remove from the Potential Merge list by
checking the option box. Then, click the Cancel Metge button.

Access and Remove the Potential Merge
The Potential Merge List displays records to remove from the Potential Merge.

U.S. Department of Education
Framoting educational excellence for all Americans

Merge Process

taznily ana fag iecaias Select Last ama Canfim

fai meige astemine sztan

| Student records identified by John Smith

These are the student records that you have identified for a potential merge,

To initiate a merge, select at least two of the records and click the "Process Merge" button. To remove a studen record from
the merge process, check the corresponding student record and click the "Remove from Potential Merge List” button, To exit
the merge process, please click on any of the navigation menu items,

User Initiated Merge Records

[ [msixio Student State D Student Name |Date of Birth Multiple Birth

[0 157661147524 09002050012CC Teras Lawara, Martin  08/19/1990 Male Mo

412387889620 100078 Missouri Legaro, Fortuna 08/23/1990 Female

e [ Remove from Potential Merge List I l Process Merge

@ 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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View the Cancel Merge Confirmation
The “Confirmation” page verifies the merge was canceled and the records
removed from the Potential Merge List.

U.S. Department of Education
Pramoting sducational excellence far all Americans

(((((

| Flag for Merge/Split Results Page

Confirmation

" The records you selected have been removed from the potential merge list.
To go back to your worklist please click here,
To go back to your potential merge list please click here,

To go back to your potential split list please dick here.

P Direct

Validating or Rejecting a User Initiated Merge

This MSIX function allows you to validate or reject a user initiated student record
merge request. Once a near match, merge or split has been validated by the State,
Regional, or District Data Administrator, MSIX reflects that change the following
day.

Steps to Validate or Reject a User Initiated Merge
o Click the Worklist link on the Left-side Navigation.

On the Worklist page, click on a Student Record link under the Validate
User Initiated Merge heading.

If applicable, enter a justification in the comment field. The comment
field may contain up to 250 characters. To protect the student's privacy,
do not include any sensitive information such as Social Security Numbers
or other Personally Identifiable Information. The comments will be
shared unedited and in their entirety with other MSIX users.

Review the records to determine if they should be joined or remain as
they are. If you decide to leave the records as they are, click the Reject
Merge button. If you decide to combine the records, click the Validate
Merge button.
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Access and Review the Worklist
The Worklist displays the match resolution, merge or split validation tasks. Select
the student record that is under consideration.

U.S. Department of Education
Pramofing educational exellence for all Americans
g z o o

My Account | Training | ContactUs | Help | Logout

Worklist for Sam Stone

1 Matches
‘awve no worklist items assigned.

2§ validate Merge
You have no worklist items assigned.

Validate User Initiated Merge
Last Name FIrst Name Date Created
= =)

01/10/1989 Male 2008-05-30 13:13:14.0
01/10/1989 Male 2008-05-30 13:13:14.0

Yalidate Split
You have no worklist items assigned.

@ 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Validate or Reject the User Initiated Merge
Validate User Initiated Merge allows you to validate or reject merge requests.

U.S. Department of Education
Promoting educational excellence for all Amenicans

Merge Process

Szkecl Wa klat Lem Evaluale Mege and
Deleimine Actian

-------- Worklist: Validate User Initiated Merge Eeturm to Workli=

"""" The new student recard has been submitted for validation. Please validate or reject the merge of the student record by

clicking on the appropriate button, If you reject the marge then the student recard will remain unchanged. If you validate the
-------- merge then the student records will be merged into one.

it List

hange Initia Merge History

| Links: -05- 13
Extemal Links: Created by. Sam Stong Date: 2008-05-30 13:13:14.0

brfuller@delaitte .com

phone: 123-456-7890 ext: Emai

User Comments: "¢

Reassign this Warklisy

Master Student Record Printing Options: 8 i

Submitting State: Virginia Student State ID: WAD-572

MSIX ID: 354150244388 Student Name: Roberto Medina
Birth Date: 01/10/1989 Birth Location: ORLAMDO Florida
Multiple Birth: Sex: Male

Male Parent: MARTANC MEDINA

Female Parent: EVANGELINAS MURILLO

Other Student Record(s) in MSIX Printing Options: I B
Submitting State: Virginia Student State ID: WAD-517

MSIX 1D: 323132567611 Student Name: ROBERTO MEDINA
Birth Date: 01/30/1991 Birth Location: RICHMOND Yirginia
Multiple Birth: Mo Sex: Male

Male Parent: JOSE MEDINA

Female Parent: WWANDA CATLETT

C LY

Max Length = 250 characters

To protect the student's privacy, do not incdude any sensitive information
such as Social Security Numbers or other Personally Identifiable Information
in Comments fields. Comments entered below will be shared unedited and in
their entirety with other M5Ix Users,

I[ Feject Merge ][ Validate Merge

® 2007 U.5. Dapartment of Education. For Official Use Only Rules Of Behavior | ED | OME
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BOTH A MERGE CONFIRMATION AND REJECT
CONFIRMATION ARE SHOWN

Validate Merge Confirmation
The sample “Confirmation” page below is the result if you select the Validate
Merge button.

U.S. Departmant of Education
Promoting educational excellence far all Amerizans

My Account | Training | Contactls

| Help | Logout

+ Flag for Merge/Split Results Page

3 Confirmation

| The student record merge has been approved.
Student Name: Medina, Roberto

To go back to your worklist please dick here,
To go back to vour potential merge list please click here,
To go back to your potential split list please click here.

@ 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Reject Merge Confirmation
The sample “Confirmation” page below is the result if you select the Reject
Merge button.

U.S. Department of Education
Promoting educational axcellence for all Amerncans

My Account | Training | ContactUs

| Help | Logout

| Flag for Merge/Split Results Page

4 Confirmation

| The student record merge has been rejected.
| To go back to vour worklist please click here,
To go back to your potential merge list please click here.
- To go back to yvour potential split list please cick here.

@ 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Merge Notification
The email notification is sent to confirm that the Merge has been accepted.

The sample reflects another student record merge occurrence.

From Msix.ipplicationfeds—orlando.com <Msix.Applicationfeds-orlando.com>
Date: Now 2, 2007 12:19 FPH

Subject: A Merge you initiated has heen accepted by M3IX

To: Primary User New Mexico

Hello New Mexico Primary User,
FYour regquest to merge the following two students has heen accepted:
Student Name: Angelica Acosta

State Student Id: ZZ596234REJ
Submitting State: New Mexico

Student Name: Allan Llonso
State Jtudent Id: 752477LNI
Submitting State: Arizona

Please use the following link to access MIIX: http://msix.ed.gov.

If wou have forgotten your login or password, please contact your
appropriate User Admwinistrator.

If wou have any questions regarding the contents of this email, please
refer to the online help, user guide and other documentation available
within M3IX. You mway also contact the M3IX Support Tesm at
msixsupportideloitte. com.

This email account is not monitored.

Figure 5.6: Sample Merge Acceptance Email

Merge Notification
The email notification is sent to confirm that the Merge has been rejected.
The sample reflects another student record merge occurrence.

From Msix.Applicationfeds—orlando.com <Msix.Aipplicationfeds-orlando.com:>
Date: MNow 2, 2007 12:19 FH

To: Primary User New Mexico

Subject: A Merge you initiated has been rejected by M3IX

Hello New Mexico Primary User,
Four reguest to merge the following two students has heen rejected:
Student Name: Angelica Acosta

State Student Id: ZZ596234REBEJ
Submitting S3tate: New Mexico

Student Name: Allan Alonso
State Student Id: 752477LNI

Submitting State: Arizona

Pleaze use the following link to access M3IIZ: http://msix.ed.gov.

If wou hawve forgotten your login or pﬂssword, please contact your
appropriate User Adwinistrator.

If wou have any gquestions regarding the contents of this email, please
refer to the online help, user guide and other documentation available
within M3IX. ¥You may also contact the M3IX Support Team at
m3ixsupportfdeloitte. com.

This ewail account is not monitored.

Figure 5.7: Sample Merge Rejection Email
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Splitting/Separating Student Records

A user can initiate a split when a record that has been incorrectly merged is
encountered. The split separates a single merged record into new, separate
student records. Once a Split has been initiated, MSIX automatically notifies a
State, Regional, or District Data Administrator to review and validate the split.
The figure below reflects the process workflow for User Initiated Split.

Usar views potential split i
User flags student records | l : el Escalates to nexd level
as potandial spiil B el antinieten e ol data-adnunistrator
| RS
A
Mo Action Taken
i
i m Data PMSIX spiits the orginal
mfu';fﬁ :‘E 5'””"'; adminstrator i student record into 2
f e ppropr;g fpe deiErmings whather to e © - —p| separate studant records
b acminesiiploc valldate o reject. the Split and nofifies 1o the user
vallidate the split opi wha inftiated the split
I
Rejact Split

MEIX doas not spiil the
student record if remains
ona racard ard notifies fhe
user who initiaied the sphi

* Escalation Paths
District Data Administrator (DDA > Reaional Data Adminstrator (ROA) > Stata Data Administrator (SDA)

Figure 5.8: Workflow for Splitting Student Records
This sub-section will include the following topics:
*  Submitting a User Initiated Split
* Canceling a User Initiated Merge
e Validating or Rejecting a User Initiated Split
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Processing a User Initiated Split

The following tasks describe the process to initiate and validate or reject splitting
student records.

Submitting a User Initiated Split

As a Primary User or Data Administrator, you can flag a student record for a
potential split if it appears that one record actually belong to more than one
student. A user determines that student records should be split when searching
and displaying student records if he or she finds single records that are cleatly for
the different student. The user may then initiate a split. These splits are then
routed by MSIX to the appropriate State, Regional, or District Data
Administrators, based upon the open student enrollments in the student record.

Spilit Emor Messages

MSIX displays an error message if you attempt to flag a student for split that has
already been flagged by another user. or when you attempt to split a student
record that has no additional historical record. You may see the following error
messages:

Split Error Message

Scenario Error Message

Another User has Flagged the Student MSIX was unable to flag these records for merge/split.
for Split See section “Unsuccessful Split Flag Attempts” for
further information. Click here for a list of Data
Administrators associated with these students.

Student Record has no Additional In order to split a student record it has to have at least
Historical Record one historical record in MSIX.

Table 5.3: Split Error Messages

Steps to Initiate a Split

Locate the student record by using the Student Search process. Select an
Individual Student Record MSIX ID link from the list on the search
results page by clicking on the student’s MSIX or State Student ID.

On the “Consolidated Student Record View,” click on the Flag Record
for Split button for the student to be split.

e Click on the Potential Split List link in the Left-side Navigation.

0 Select the record to split.

e Click the Process Split button.
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Indicate the Master Record. The “Master Record” is the one which
keeps the existing MSIX ID; the other student record(s) are assigned new
MSIX ID.

© ik e Split butron.

If applicable, enter a justification in the comment field. The comment
field may contain up to 250 characters. To protect the student's privacy,
do not include any sensitive information such as Social Security Numbers
or other Personally Identifiable Information. The comments will be
shared unedited and in their entirety with other MSIX users. Confirm the
action by clicking Split Record.

Access the Student Record
This page displays the results set returned from your search.

U.S. Department of Education
Prom g educational excellance for all Americans

My Account | Training | ContactUs | Help | Logout

Search Results for Student: RifiFE S

D
fl 23502215 7 09002580046 CA RAMIREZ, ANA S U?IIEIZDUS Fema\e Mo
09002600098 CA RAMIREZ, EDGAR 1 01/03/1996 Mala Mo D
09001220006CC  TX Ramera, Ramez 08/15/1990 Male Mo il
1578502945801 100033 MO Ramerno, Ramez 08/19/1990  Male O

[ Flag Record(s) for Merge ]

@ 2007 1.8, Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Flag Record for Split
On the “Consolidated Student Record View” page, you can flag a record to split.

U.S. Department of Education
Pramoting educational excelience for all Americs

My Account | Training | ContackUs | Help | Logout

Back To Search Resultd]

Consolidated Student Record View

Search Results for MSIX ID: 152858224881

Student Name: Ramez Ramero State ID: 03001220005CC State: TX Historical Studsnt Record)

Mig

amiparaptare [ H Course History H

Student Information

MName: Ramez Ramero Sex:
Birth Date: 0841971990

Birth Location: KENSWILLE, Unknown, United States
Male Parent:

Female Parent:

Other

Qualifying Arrival Information {(most recent)
Qualifying Arrival Date: 0s/24/2006
Qualifying Move From Location: e Qualifying Move To Location: 3

Eligibility Information
Expiration Date: 08/24/2009 Expiration Reason:

Flag Record fi Flag Record for Spli

Send an MSDX user an email notification indicating that & student has srrived in your sres or Send
has moved fo their srea  Notification

Exportto File

2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

View the Split Confirmation
The “Confirmation” page below is the result if you initiated a request to split
student records.

U.S. Department of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help

| Logout

Flag for Merge/Split Results Page

Confirmation

This student record has been flagged as a potential split, Click on the Potential Split List link to view all your potential splits,
To go back to your search results please click here,

@ 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Access the Potential Split List and Process the Split
The Potential Split List navigates you to your list of student records for a
potential split.

[ e

(S ———

by Tt L
e P e P o)

[
Fawnd T meg

L R
ntns
el

Marvar

Departnmeni af i stee. Per (0 0 Uss leds

Initiate the Potential Split
On the “Initiate Potential Split” page, you select the “Master Record” — the

MSIX record that keeps the existing MSIX ID. The other student record(s) are
assigned new MSIX ID.

U.5. Departmant of Education
Promoting edusational excellance far all Amaricans

Split Process

'| Initiate Potential Split Rebkrmibo ik

" To continue the split record, please select the MSIX ID that will become the master record and the other records that will be

remowed from the existing student record,
ttiple
Birth

MSIX ID: 152858224881

Master Record [MSIX ID Student State ID m Date of Birth

152858224881 09001220008CC Texas Eiﬂi?’ 08/15/1990 Male No
. Ramero,
152856224881 100033 Missouri  pET 08/19/1990 Male

0=

@ 2007 U.5. Dapartment of Education. For Official Use Dnly Rules Of Behavior | ED | OME
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Process the Potential Split
After you have reviewed the records, you are ready to click the Split Record
button.

R e

+ 1184y

Split Prowne s Flow
Eear - =
. 4 & o ®
i e i, oy T SR —r—, W g A s i W R
T [y b = [ —p— prapee)
L e L ]
F A Process Potential Split
gy iy | reck g g bekgugn
Tha teconds Dikaw kerery thae potantal Few Suiber ot neond st B itutent etory s the updaoed msigtng itudent
. rocoed it IHIuEEE & e fof tha updeted t

R Bl

MSIX

LODOE3

1 oimEedy

Min Langth = 720 chad arter o

Confirmation
The “Confirmation” page indicates that the split was initiated and is routed to a
State, Regional, or District Data Administrator for review and validation.

U.S. Department of Education
Pramating educational excellence for all Am aricans

My Account | Training | ContactUs | Help | Logout

| Flag for Merge/Split Results Page

- Confirmation

|| Your records have been split and are pending walidation.
| To go back to yvour worklist please click here.

To go back to your potential merge list please click here.
To go back to your potential split list please click here.

@ 2007 .5, Department of Education, For Official Use Only Rules Of Behavior | ED | OME
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Canceling a User Initiated Split

Primary Users and Data Administrators can cancel a request for a student record
split, if needed. Itis possible that you would learn more about the student
records and determine the records should remain joined. You can cancel the split
request to prevent them from going further into the Split Process.

Steps to Cancel a Split

o Click on the Potential Split List link in the left navigation.

Select the students to remove from the Potential Split List. Then, click
the Cancel Split button.

Access the Potential Split List and Cancel
The Potential Split List navigates you to your list of student records for a
potential split.

U.S. Dapartment of Education
Promoting educational excellance for all Americ:

Split Process Flow

¢| Student records identified by John Smith

= are the student records that vou have identified for a potential split

T initiate a split select any of the records and click the "Process Split” button to continue the split process, To cancel the split
process check the corresponding student record and click the "Cancel Split” button. To go out of the split process please click
on any of the navigation menu items.

User Initiated Split Records

3 Student = Multiple

@ 9335521398829 09002250015CC Texas Garera, 08/27/1390 Male Mo
Josphe
e e I[ CancelSphlI] [ Process Split ]

@ 2007 U.5. Department of Education. For Official Use Dnly Rules Of Behavior | ED | OME
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Review the Potential Split as Cancelled
The “Confirmation” page verifies that the split was canceled.

U.5. Department of Education
| excellenca f

Promoting educational ar all Americans

My Account | Training | ContactUs | Help | Logout

Flag for Merge/Split Results Page

Potentia

Confirmation

The records you specified have been remaoved from the potential split list,
To go back to your warklist please click here.

To go back to your potential merge list please click here.

To go back to your potential split list please click here.

@ 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Validating or Rejecting a User Initiated Spilit

This allows you to validate or reject a student record split. When two student
records are split, a new MSIX ID is created for the split record. Once a split has
been validated by a State, Regional, or District Data Administrator, MSIX reflects
that student record change the following day.

Steps to Validate or Reject Split

Click the Worklist link on the Left-side Navigation, which will take you
to the “Worklist” page.

On the Worklist page, select a Student Record link from under the
“Validate Split” heading.

It applicable, enter a justification in the comment field. The comment
field may contain up to 250 characters. To protect the student's ptivacy,
do not include any sensitive information such as Social Security Numbers
or other Personally Identifiable Information. The comments will be
shared unedited and in their entirety with other MSIX users. Review the
student records. If they are for different student, select Validate Split.

9 Review the records to determine if they should be split or remain as they
are. If you decide to leave the records as they are, click the Reject Split
button. If you decide to combine the records, click the Validate Split
button.
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Access the Worklist and Select a Student Record
The Worklist displays the near match, validate merge and validate split tasks.

U.S. Department of Education
Promoting educational excellence for all Americans

¢ AT g -

My Account | Ti | ContactUs | Help | Logout

Worklist for Texas StateDataAdmin
These are worklist items that have been identified and require an action to resalve or validate student records.
o wiew student record details, please cick on any of the records below,

Jiear Matches
Last Name Date Created
Ernest Simah 08/26/1990 Female 2008-04-01 10:42:21.0
Salora Jina 08/08/1990 Female 2008-04-01 10:42:21.0
Frida 08/10/1990 Male 2008-04-01 10:42:21.0

Yau have no worklist itemns assigned.

Validate User Initiated Merge
Sex __JDate Created
sheno Esta 08/29/1990 Female 2008-05-30 15:18:52.0
Sheno Esta 0B/29/1990 Female 2008-05-30 15:18:52.0
Sheno Esta 08/29/1990 Female 2008-05-30 15:18:52.0

Validate Split

Last Name First Name Date Created
08/10/1990 Male 2008-05-20 15:48:07.0

007 1.5, Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Validate or Reject the Split
The Validate Split allows you to reject or validate a record split.

U.S. Dapartment of Education
Pramating sdugational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

i r split P Fl
validate Split Process plit Process Flow

Selecl Wa 'kl llem Evaluste 5ot and Canfiim
Deleimine Actan

worklist: Validate Split Return to Worklist

New student record(s) has/have been submitted for validation, Please validate or reject the split of the student record by
clicking on the appropriate button, If you reject the split then the student record will remain unchanged. If you validate the
split, then the student's historical records will be split as shown below. & new MSIX 10 will be created for the master record
selected by the user whao initizted the split and the existing student record will retain the existing MSIX 1D,

California StateDatasdmin initiated this Student Merge/Split on 2008-05-20 15:48:08.0 and can be reached via 323-987-0023
ext! or msix.sda.ca@gmail.com

Previously entered comments:

Reascian this Warklisd

Student Master Record Printing Options: B8 B
Student State

Submitting State: Texas 09002210014CC
MSIX ID: 894147355331 Student Name: Felipe Hernandez
Birth Date: 08/10/1990 Birth Location:  EL PASO Unknown
Multiple Birth: Mo Sex: Male

Male Parent:

Female Parent:

Student Master Record

Submitting State: Ccalifarriia f‘é‘_‘de"t State  yopnosipnie
MSIX 1D: 204147255321 Student Name: Celi Resendiz
Birth Date: 11/15/2004 Birth Location:  SAMN FRANCISCO Unknown
Multiple Birth: Mo Sex: Female

HMax Length = 250 characters

To protect the student's privacy, do not include any sensitive information
such as Social Security Numbers or other Personally Identifiable Information
in Camments fields. Comments entered below will be shared unedited and in
their entirety with other MSIX Users

Max Length = 250 characters

To protect the student's privacy, do not incdude any sensitive information
such as Social Security Numbers or other Personally Identifiable Information
in Comments fields, Comments entered below will be shared unedited and in
their entirety with other MSIX Users,

[ Feject Split J[ Yalidate Split

) 2007 U.§. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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BOTH A MERGE CONFIRMATION AND REJECT
CONFIRMATION ARE SHOWN

Review Validate Split Confirmation

The sample “Confirmation” page below is the result if you select the Validate

Split button.
/é

PR YA O e

My Account | Training | ContactUs | Help | Logout

U.S. Dapartment of Education
Promating educational excallence for all Americans

Confirmation

The student record  split has been approved.

""""""""" To go back to your worklist please dick here,
To go back to your potential merge list please click here,
To go back to your potential split list please click here,

@& 2007 U.5. Department of Education. For Dfficial Use Only Rules O Behavior | ED | OME

Review Reject Split Confirmation
The sample “Confirmation” page below is the result if you select the Reject Split
button.

U.S. Dapartment of Education
Pramoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

. Confirmation

| The splitting of the student record has been rejected.
To go back ta your worklist please dick here.
To go back to your potential merge list please dlick hers.
| To go back to your potential split list please click here,

@ 2007 U.5. Department of Education. For Official Use Only Rulas Of Behavior | ED | OME
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Split Notification
The email notification is sent to confirm that the Split has been accepted.

The sample reflects another student record split occurrence.

From Msix.Applicationfeds—orlando.com <Msix.Aipplicationfeds—orlando.com>
Date: WNowv 2, 2007 12:19 PH

To: Primary User New Mexico

Sukhject: A Split you initiated has been accepted by MSIX

Hello New Mexico Primary User,
Four reguest to split the following two students has heen accepted:
Student Name: Gerardo Perez

Grtate 3tudent Id: 971546Z2ZVLT
Submitting 3tate: New Mexico

Student Name: Gerardo Perez
State Student Id: THNMOSHMS
Submitting 3tate: Tennessee

Please use the following link to access MIIE: http://msix.ed.gov.

If you have forgotten your login or password, please contact your
appropriate User Administrator.

If wou have any gquestions regarding the contents of this email, please
refer to the online help, user guide and other documentation svailable
within M3TX. You mway also contact the M3IX Support Team at
mwsixsupportideloitce. com.

This emwail account iz not monitored.

Figure 5.9: Sample Split Acceptance Email

Split Notification
The email notification is sent to confirm that the Split has been rejected.
The sample reflects another student record split occurrence.

From Msix.Applicationfeds—orlando.com <Msix.Aipplicationfeds—orlando.com>
Date: WNowv 2, 2007 12:19 PH

To: Primary User New Mexico

Sukhject: A Split you initiated has been accepted by MSIX

Hello New Mexico Primary User,
Four reguest to split the following two students has heen accepted:
Student Name: Gerardo Perez

Grtate 3tudent Id: 971546Z2ZVLT
Submitting 3tate: New Mexico

Student Name: Gerardo Perez
State Student Id: THNMOSHMS
Submitting 3tate: Tennessee

Please use the following link to access MIIE: http://msix.ed.gov.

If you have forgotten your login or password, please contact your
appropriate User Administrator.

If wou have any gquestions regarding the contents of this email, please
refer to the online help, user guide and other documentation svailable
within M3TX. You mway also contact the M3IX Support Team at
mwsixsupportideloitce. com.

This emwail account iz not monitored.

Figure 5.10: Sample Split Rejection Email
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Escalating Merge and Split Requests

A user’s request to merge or split student records is automatically escalated when
no action has been taken on a worklist item within a specific time period. The
figure below reflects the process workflow for a Near Match.

A Workligs fam &
generabad
Ideriify the Disinct
associatnd withthe
enrolien
Boes tha
T
ay [ians the distric: Ducs the diswict
enfolmenss? have an asocaed have an assockted Aggign o Siale DEg
Yas » Disirict Dara HaP Regionat Dats T AdrEnETEr
| Adminsraor? Adminkstraioe}
Yes . -
¥
i I
Yas Yea
e any of the identity the Diatrict T L] . = x
aaralimerss — assnciahed with the most | | {
apan? fecar. closed anrolimen] Jussigr o District Derta | Mesign to Regicrot Disirict
Aaminksirator Andministratoe
|

Figure 5.11: Workflow for Work Assignment and Escalation

Depending on your MSIX organizational structure, escalation occurs ina 1-, 2-
or 3-Tiered Workflow. The review process takes a total of 10 days where each
reviewer has a limited review time.

* 3-Tiered Workflow — States with 3 levels of review (district, region, and
state)

* 2-Tiered Workflow — States with 2 levels of review (district and state OR
region and state)
* Tiered Workflow — States with 1 level of review (state only)

The table below illustrates the review period limits. For example, for a state with a
Regional Administrator but no District Data Administrator (2-Tier), the Regional
Administrator has 4 days and the State Data Administrator has 6 days for review.

Requests for Merge or Split Escalation Timeline

Phase 1 Phase 2 Phase 3 After

Workflow

4 Days to Review

4 Days to Review

2 Days to Review Phase 3

District Data Regional Administrator State Data Approved
Administrator Administrator

2-Tier District Data none assigned State Data Approved
Administrator Administrator

2-Tier none assigned Regional Administrator State Data Approved
Administrator

1-Tier none assigned none assigned State Data Approved
Administrator

Table 5.4: Requests for Merge or Split Escalation Timeline
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Section 6: Regional Structure
Administration

Each state has the option of using the Migrant Student Information Exchange
(MSIX) regional structure functionality. If a state chooses to use regional
structures, the state must set up its own named regions and tie each region to one
or more districts. The effort to establish regions within a state is a one-time task.
However, the regions will have to be updated if the state alters its regional model.
The State Region Administrator is the only role that can create or update the
Regional Administration. Office of Migrant Education (OME) users can view all
state regional structures. This section includes the following topics:

*  Creating a Region

* Updating a Region

* Disabling a Region

*  Accessing the State Region Consolidated View

Creating a Region

Steps to Create a Region

0 Click the Regional Administration link on the Left-side Navigation
menu, which will take you to the “Regional Structure Administration”

page.
On the “Regional Structure Administration” page, select Enable
Regional Structure.

Select Enable Regional Structure for User Administration and
Enable Regional Structure for Data Administration. Then, click the
Next button.

On the “Current Region” page, enter the Region Name and
Description (optional).

On the “Current Region” page, you have two choices for searching
districts: refine your search using one of the option fields, or enter NO
search criteria and pull ALL districts. The option fields include: District
Name, County, State District ID, and/or an NCES Code. Using cither
method, click the Search button.
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The search results can be sorted by the column names by clicking on the
column name.

Select the Districts that will be part of the new region and click the Add
button (repeat steps 5 and 6 until all associated districts are added).

° Once all the districts have been added, click the Save Region button.

e Click Yes to confirm.

Set Up the Regional Structure
The state enables or disables the regional structure using this page. Check both
boxes and Next to complete this task.

U.S. Departmant of Education
Promcting educational excallenca for all Americans

My Account | Training | ContactUs | Help | Logout

’| Regional Structure Administration

= Welcome to your Regional Dashboard

You may enable the Regional structure for your State. This process will only have to be completed once for your State, unless
.| your Regions change,

Select the options below based on your State's Regional Structure

[] Enable Regional Structure for User Administration. This allows your State to create Regional User Administrators
who can create users within their Region.

O Enable Regional Structure for Data Administration. This allows your State to create Regional Data Administrators
who can validate MSIX near matches, merges, and splits for student records in the Districts associated with their
Region.

007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Create a New Region
Create a new region and associate one or more districts to it. Enter a Region
Name and search for districts to associate with the region.

U.5. Departmant of Education
Pramoting eduscational excetlenca for all Americans

My Account | Training | ContactUs | Help | Logout

Current Region
' |* Region Name:

Description:

Search for Districts to associate with this Region

= To view 3 tst of aif Districts In your State, click Search without entering any search Criteria
I you don't see a specific Districts in your State, [t s because it has already been added to another region.

District Name:
County:

State District ID:
NCES ID: Search |

@ 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Associate Districts to a Region
Select the districts to add to the newly created region.

U.S. Department of Education
Pramoting educational exceliance for all Americans

My Account | Training | ContactUs | Help | Logout

Current Region
* Region Name: Tyler

Description:

Search for Districts to associate with this Region

To view a list of all Districts in your State, cfick Search without entering any search Criteria
If you don't see 2 specific Districts in yowr State, it s because it has already been added {0 another region.

District Name:

County:
State District 1D:
NCES 1D: [ search |

s Search Results

Disti

There were 1273 Districts returned from your search query

Add Districts to associate with this Region

Select All Deselect Al

057829 4800203

Dallas

i 102301 4807380
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Save the Region
When all districts have been selected, the newly created region must be saved.

U.S. Department of Education
Pramoting sducarional excellence for all Amaricans

My Account | Training | ContactUs | Help | Logout

Current Region
* Region Name: Tyler

Description:

Search for Districts to associate with this Region

To view a list of all Districts in your State, click Search without entering any search Criteria
If you don't see 3 specific Districts in your State, 1tis because it has already been added fo another region.

District Name:
County:
State District ID:

NCES ID: | [ Search

Currently associated Districts to this Region

Select All Deselect All
State District ID NCES 1D

Azleway Charter School Smith 212803 4800229

Bullard Isd Smith 212902 4812060

DDDI

Chapel Hill Isd Srmith 212909 4813650

Select All Deselect All

© 2007 U.5. Department of Education. For Official Use Dnly Rules Of Behavior | ED

OME

Review Confirmation of Your Action

Review the region that has just been created on the “Confirmation” page. Then,
click Yes to approve it.

U.S. Department of Education
Pramoting educational exceltenca for all Amel

My Account | Training | ContactUs | Help | Logout

Confirmation

Region Mame: Tyler

Region Description:

| county | State District ID NCES 1D

Azleway Charter School Srmith 212803 4800229
Bullard Isd Srnith 212902 4312060
Chapel Hill 1sd Smith 212909 4813650

Are you sure you wish to save?

Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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View the Confirmation
The newly created region is displayed.

(((((

Confirmation

The Region Tyler has been created. The next step is to create regional structure users,
To return to the Regional Administration page, please click here

[ Disticthame | _cCounty | statebistictto | _ Ncesio |
Azleway Charter Schoal Smith 212803 4800229
Bullard Isd Smith 212902 4812080
Chapel Hill 1sd Smith 212909 4813650

@ 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Updating a Region
Even after a region has been initially established, you may need to assign new

districts or revise the region name or description.

Steps to Update a Region

Click the Regional Administration link on the Left-side Navigation
menu, which will take you to the “Regional Structure Administration”

page.
On the “Regional Structure Administration” page, select the Edit link
associated with a region that needs to be updated.

e Update the Region Name and/or Description text, if needed.

To remove a district, select the option by the District that you want to
remove by clicking the option next to the District. Then, click the
Remove button.

To add a district, you have two choices for searching districts: refine
your search using one of the option fields, or enter NO search criteria
and pull ALL districts. The option fields include: District Name, County,
State District ID, and/or an NCES Code. Using either method, click
the Search button.

° Once the Region update is completed, click the Update Region button.

° Click the Yes button on the “Confirmation” page.
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Access Regional Structure Administration

After the regions and districts have been updated in the regional structure, the
page then displays all the regions and districts that have been added. The page
becomes the regional structure landing or central page where you can update the
regional structure options, link to the edit region page, enable regions, add new
regions, and print each section.

U.S. Department of Education
Pramoting sducational excellence for all Amaricans

My Account | Training | ContactlUs | Help | Lagout

| RegIbhal Structure Options

Regional Structure for User Administration Enabled Disable
Regional Structure for Data Administration Enabled Disable

Create new Region
| Please click Create Mew Region to add a new Region to your State, Print This Page &

Active Regions

Texas Regional Structure Printing Option: k= ]
[+] DOdessa Edit
[+] Seutheast 2 Edit

[+] Tyler dit

[+] Waco
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Update the Region
The region and district can be updated on this page in several areas.

U.S. Department of Education
Pramoting sducational excellance far all Americans

My Account | Training | ContactUs | Help | Logout

Update Region

Update the Region name, description and the associated Districts and click the Save button..

Region Information
* Region Name: Southeast

Description:

Region Status: Gy gnapled O Disabled

Search for Districts to associate with this Region

Toview a lfist of all Districts [ your State, click Search without entering any search Criteriz
If you don't see a specific Districts in your State, it s because it has already been added to another region.

District Name:

County:

State District 1D:
NCES 1D: {eaarn |
=

Currently associated Districts to this Region

SelectAl DesalectAll

[ [pistrict Name State District ID

D Bay Area Charter School Galveston 101809 4800043
D Clear Creek Isd Galveston 084910 4814280

[ Update Region I [ Cancel J

2007 U.5. Department of Education. For Dfficial Use Dnly Rules Of Behavior | ED | OME

Review Confirmation of Your Action
Confirm the region has been created on the “Confirmation” page. Then, click
Yes to approve it.

U.S. Departmant of Education
Promcting educational excallsnca for all Americans

My Account | Training | ContactUs | Help | Logout

Confirmation

Region Mame: Southeast

Region Description:

State District ID

Bay Area Charter School Galveston 101809 4800043

Are you sure you wish to update?

@ 2007 U.5. Department of Education. For Official Use Only Rules Of Behaviar | ED

| OME
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View the Confirmation
On the “Confirmation” page, the created region is displayed.

U.S. Dapartment of Education
Pram oting éducational excellence for all American:

My Account | Training | ContactUs | Help | Logout

.| Confirmation

.| The Region Southeast has been updated.
To return to the Regional administration page, please click here

District Name | county | State District ID NCES ID

Bay Area Charter School Galveston 101809 4800043

@ 2007 U.5. Department of Education. For Official Use Dnly Rules Of Behavior | ED | OME

Disabling a Region
Steps to Disable a Region

Click the Regional Administration link on the Left-side Navigation
menu, which will take you to the “Regional Structure Administration”

page.
On the “Regional Structure Administration” page, select the Edit link
next to the region that needs to be updated.

e Select the Disable Region option in the Region Information section.
o Once the Region update is completed, click the Update Region button.

e Click the Yes button on the “Confirmation” page.
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Access Regional Structure Administration

After the regions and districts have been updated in the regional structure, the
page then displays all the regions and districts that have been added. The page
becomes the regional structure landing page where you can update the regional
structure options, link to the edit region page, enable regions, add new regions,
and print each section.

U.S. Department of Education
Pramoting sducational excellence for all Amaricans

My Account | Training | ContactlUs | Help | Lagout

. Regional Structure Administration

oy T elow contains a list of all Regions associated and Districts, Click the Edit link to update the Regional information.
Regional Structure Options

Regional Structure for User Administration Enabled Disable
Regional Structure for Data Administration Enabled Disable

Create new Region
| Please click Create Mew Region to add a new Region to your State, Print This Page &

Active Regions
Texas Regional Structure 2 y Option:
[+] DOdessa Edit

[+] Southeast Edit

[+] Tyler

[+] Waco
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Disable the Region
The region and district can be updated on this page. Click “Disabled” to disable
the region.

U.S. Department of Education
Framoting educational excellenca for all Americans

My Account | Training | ContactUs | Help | Logout

Update Region
Update the Region name, description and the associated Districts and click the Sawe button..

Region Infoermation
* Region Name: [qgcan

Description:

Region Status: O Enabled @ Disabled I

Search for Districts to associate with this Region

To view a list of all Disiricts in your State, click Search without entering any search Criteria
If vou don't see a specific Districts in vour State, itis because It has already been added to another region.

District Name: [ |
County: [ ]

State District ID: ‘

NCES ID: | [ Search

Currently associated Districts to this Region

SelectAll Deselect All
[ [pistrict Name State District 1D NCES ID.

1 Pothlsd Wilson 247904 4835550

H Star Charter School Travis 227814 4300064

[]  Richard Milburn Academy { Tarrant 220812 43002585

SelectAll Deselect Al

Update Region I [ Cancel ]

@ 2007 U.5. Department of Education. For Official Use Dnly Rules Of Behavior | ED | OME

Confirm of Your Action
Verify the information on the “Confirmation” page and click Yes.

U.5. Departmant of Education
1 educational axcellance far afl Am

My Account | Training | ContactUs | Help | Logout

Confirmation

wal Administration
Region Mame: Odessa

Region Description:

External Links:
State District 1D NEES 1D

Poth Isd wilson 247904 4835550
Star Charter School Trawis 227514 4500064
Richard Milburn Acaderny { Tarrant 220812 4800256

Are you sure you wish to update?

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Review Confirmation of Your Action
Review the results of your action on the “Confirmation” page.

U.S. Department of Education
Promoting sducational excellance for all Amaricans

My Account | Training | ContactUs | Help | Logout

| Confirmation

| The Region Odessa has been updated,
To return to the Regional Administration page, please click here

District Name State District ID NCES 1D

Poth Isd wilson 247304 4835550
Star Charter School Travis 227514 4500064
Richard Milburn Academy ( Tarrant 220812 4800256

@ 2007 U.8. Department of Education. For Official Use Dnly Rules Of Behavior | ED | OME

Accessing the State Region Consolidated View

Steps to View the Region Consolidated View

0 Click the Regional Administration link on the Left-side Navigation.

Access the State Region Consolidated View
This view can only be accessed by the Government Administrator role.

U.S. Department of Educatio
Pramoting education

My Account | Training | ContactUs | Help | Logout

| Regional Administration

1 bama Regional Structure Printing Options: i B 3
“me NCES ID Description

-Region 1 Region 1 is the Northern School Districts

| Records Exchange |

District 1 12345
District 2 56781
District 3 89012
District 4 12345

- Region 2 Richmand

District 1

District 2

i

District 1 66678

- Region 4
District 1
District 2

District 3
+ Alaska Regional Structure

+ Arizona Regional Structure

© 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Section 7: User Administration

State User Administrators, Regional User Administrators, and OME User
Administrators establish and maintain Migrant Student Information Exchange
(MSIX) user accounts. The MSIX User Adpinistrator Guide for Managing User
Accounts provides further detail regarding tasks for this role and is available in
Trainers’ Corner on the MSIX website. This guide outlines the process that
MSIX User Administrators must follow when administering accounts for
authorized MSIX users. It also lays out policies, procedures, and guidelines for
accessing MSIX to help User Administrators understand the User Management
Lifecycle as it pertains to MSIX.

This section includes the following topics:

* Establishing User Accounts
*  Updating User Accounts
*  Resetting Passwords

*  Disabling or Deactivating User Accounts

Establishing User Accounts

Establishing user accounts is the process that User Administrators follow to add
users giving them access to MSIX. The Administrator must confirm that a user
has completed an application for accessing MSIX. Further, they must confirm
that the applicant’s identity and their user role have been confirmed by a
Verifying Authority, which can be the applicant’s direct supervisor or an
individual that is above the direct supervisor in an official reporting structure.
For example, an applicant who is a teacher should submit the application to
his/her principal for identity verification review, or an applicant who is a state
MEP Administrator should submit to his/her MEP Director for identity
verification. Note, the Help Desk does not reset passwords, create new users,
deactivate, or disable existing users. These tasks belong to User Administrators.
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User Administration Error Messages
MSIX displays an error message when validation rules have been violated. You
are given the option to reenter input values and resubmit your request. Your

request is not processed until all validation rules have been satisfied. Below are
some examples of User Administration Search error messages:

User Administration Error Messages

Scenario Error Message
The Fields are Blank on the Page Error: Please enter at least one search criteria.
Either the First or Last Name Field is Error: Please enter at least one character for the first
Blank and last name.
One or More of the Required Fields is Error: Please enter the required fields marked with an
Blank asterisk.

Steps to Create User Account

o Click the User Administration link on the Left-side Navigation, which
will take you the “User Administration” page.

Click the Create New User link in the main body section of the “User
Administration” page.

On the “Create New User” page, enter at a minimum all required
information to create a new uset, including the First Name, Last
Name, Work Telephone Number, Work Email Address, and User
Role. Complete the other fields if you have the information available.

o Click the Next button.

e Click Save.
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Access the “User Administration” Page
The User Administration page is the gateway that provides the User
Administrator access to create a new user account.

U.S. Departmant of Education
g sducational axcellence for all Amaricans

My Account | Training | ContactUs | Help | Logout

User Administration

(te @ new user please dick th

ify an existing user please enter the username ar the user's first and last name. One of the search parameters {full
name ar username) is required in order to return valid results, You can only search for users in your state.

Last Name:

Username:

2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Enter New User Information
The “Create or Update MSIX User” page is used to create a user account.

U.S. Departmeant of Education

My Account | Training | ContactUs | Help | Logout

Create or Update MSIX User

To create a new MSIX user, please enter all the required information. Required fields are identified with an asterisk (*},

If user's password is reset, MSIx will generate an email to user's email account that contains the new password,

Click for Create/Update Instructions

First Name: *

Last Name: *

Work Address Line 1:

Work Address Line 2: I:

Work City:

Work Zip Code:

Work Telephone Number: * - - Ext.
WorkEmait address: | |

work State: Texas
DishictDaid admipiatator e s B S oy st s s
MER Primary

MSIX Secondary

Reqional Data Administrator
Regional User Administrator
State Data Administrator
State Regional Administrator
State User Administratar

User Role: *

Account Activation Date: v ¥ ‘ (MM/DD/YY YY)
Account Expiration Date: |:|/ v (MDY YY)

@ 2007 U.5. Department of Education. For Dfficial Use Only Rules Of Behavior | ED | OME

Page 113



MSIX USER MANUAL

Confirm Your Action Before Saving
Determine that you have added all of the information accurately before you Save
your action. If a change is needed, click the Back button to return to the

previous page and revise the information.

U.5. Departmant of Education
Promoting edusational excellance far all Amaricans

My Account | Training | ContactUs | Help | Logout

Create or Update MSIX User

Review the User Account information. If the information is correct, click on the Save button to create the new User Account, MSIX will
email the User Mame and Password infarmation dirsctly ta the new User,

If the information is not correct, click the Back button to return to the User Administration page to correct the data,

First Name: John

Last Name: Smith

Work Address Line 1: 123 Main Strest

Work Address Line 2:

Work City: Anytown

Work Zip Code: 35280

Work Telephone Number: 123 - 456 - 7890 Ext,
Work Email Address: jsmith@wilchester.edu
Work State: Texas

User Role: MSIX Primary User
, Account Activation Date:
Account Expiration Date:

Account Status: Ensbled

Password Reset: No

@ 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Review Confirmation of Your Action
On the “Confirmation” page, MSIX confirms the action you just took.

U.S. Department of Education
Pramoting sducational excellence far all Americans

My Account | Training | ContactUs | Help | Logout

Confirmation

John Smith's account has been created. The user has been notified with the new account info via email.

What would you like to do next?
| Go to the Home page

Goto the My Account page

Go to the User Administration page
User page

@& 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Review New User Account Notification

Two email notifications are sent to the user when their new MSIX account has
been created. One email provides the User Name and the other email provides
the initial Password that must be changed with the initial log in. These email will
be similar to the sample shown in the “Logging In” section of this manual.

Updating User Accounts

Updating a user account is the process that the User Administrators follow to
make changes to a user account in MSIX.

Steps to Update a User Account

Click the User Administration link on the Left-side Navigation, which
will take you the “User Administration” page.

e Enter First Name, Last Name, or User Name into the text fields.
© ciick the Search buston.

O Search results can be sorted by column names by clicking the column

name.
e Click on a User link to select a user from the list of Search Results.

Update the necessary user information on the “Create or Update MSIX
User” page.

0 Click the Next button.

e Click Save on the “Confirmation” page.
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Access the “User Administration” Page
The “User Administration” page is the gateway that provides the Administrator
access to modify an existing user account.

Department of Education
sting educational excellance far all Amaricans

My Account | Training | ContactUs | Help | Logout

User Administration

T a new user please dick the Create Mew User link,

To an existing user please enter the username ar the user's first and last name. One of the search parameters {full
name ar username) is required in order to return valid results, You can only search for users in your state,

First Name:
Last Name: | |

Username: | |

Search

@ 2007 1.5 Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Select the User Account to Update
On the “User Administration” page, identify the user account that needs
revision.

i ) .5, Department of Educatio
C o

Pramating educational excelisnce for all Americans

Tis

My Account | Training | ContactUs | Help | Logout

Herme . | User Administration

To create a new user please dick the Create New User link,

To modify an existing user please enter the username or the user's first and last name. One of the search parameters (full
name or username) is required in order to return valid results, You can only search for users in your state,

First Name: ‘ ‘

Last Name:

Username:

Search Results

CCott, Juland Jetott@croshy.e00 JSCOtt Enabled
i jsimons@state.edu jsimons Enabled

Smith, John Jsmith@wilchester.edu jsmith1 Enabled

jsautherland@mercyhigh.edu jsoutherland Enabled

® 2007 U.5. Department of Education. For Dfficial Use Only Rules Of Behavior | ED | OME
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Update MSIX User
Make the necessary changes to the account.

< U.S. Dapartment of Education
) Pramoting éducational excellenca for all Americans

My Account | Training | ContactUs |

Create or Update MSIX User
|| To creste a new MSIH user, pleass sntsr sll the requirsd information. Required fislds ars identifisd with an asterisk (%],

If User's password is reset, MSIX will gsnerate an smail to user's smail account that contains the new password,

Click for Create/Update Instructions

First Name: *

Last Name: *'Sm\th—|

work address Line 1: [123Main Sweet |

Work Address Line 2:

Work City:

o i B a0 |

work Telephone Number: aee | lrean e |
wark Email Address: + fjsmith@wil chester.ed |

Work State: Texas

To salect or unsalact mulkiple rofes,
District Diata Administrator plesse hold the Ctri (control) kay and click each role with

MSI< Secondary

Regional Data Administrator
Regional User Administratar
State Data Administratar
State Regional Administrator
State User Administrator

User Role: i

S
pecount Expirationpate: [ P[] cpnsvvvys

@ Enabled O Disabled
Account Status:

Password Reset: [ Reset the user's passwaord,
Rules of Behavior: fot accapted yet
Account Creation Date: 05/27/2008 15:47:21

First Login Date:

Last Login Date:

Deactivate Account: [] Permanently deactivate the user's account,

© 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior |

Help | Logout

ur mouse

ED | OME
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Confirm Your Action
Review your changes before you save your action.

U.S. Department of Education
Fromoting educational excallence for all Americans

My Account | Training | ContactUs | Help | Logout

| Create or Update MSIX User

Review the User Account information, If the information is correct, click on the Save button to create the new User Account, MSIX will
2 email the User Name and Password information directly to the new User,

o If the information is not correct, click the Back button to return to the User Administration page to correct the data,

Username: jsmithi

First Name: John

Last Name: Smith

Work Address Line 1: 123 Union Street
Work Address Line 2:

work City: Anytown

Work Zip Code: 38280

Work Telephone Number: 123 - 455 - 7890 Ext.
~ Work Email Address: jsmith@wilchester.adu
Work State: Texas

User Role: Secandary User

Account Activation Date:

Account Expiration Date:

Account Status: Enabled

Password Reset: No

@ 2007 U.5. Departmentof Education. For Official Use Only. Rules Of Behavior | ED | OME

Review the Confirmation of Your Action
The “Confirmation” page displays a message that your request has been updated.

U.S. Department of Education
Promoting educational excallence for ll Americans

My Account | Training | ContactUs | Help | Logout

Confirmation

M5Ix has successfully updated John Smith's account information,

What would you like to do next?
| Gotothe Home page

Go to the My Account page
Goto the User administration page
| Go tothe Create New User page

@ 2007 U.5. Department of Education. For Official Use Only Rules Of Bahavior | ED | OME

Resetting Passwords

The Reset Password feature allows User Administrators to reset a uset’s
password when the user cannot do it. A user can request that their password is
reset in the My Account feature. This may occur if for some reason they want a
different password. However, a User Administrator needs to reset a user’s
password in two situations: (1) the user is locked out of their account because
they tried three times to access it, but failed on all three attempts, (2) the user
forgot their password, or (3) if 90 days have gone since the user last used their
Password and it expired. Note, the Help Desk does not reset passwords, create
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new users, deactivate, or disable existing users. These tasks belong to User
Administrators.

Steps to Reset a Password

Click the User Administration link on the Left-side Navigation, which
will take you the “User Administration” page.

e Enter First Name, Last Name, or User Name into the text fields.
e Click the Search button.

o Click on a User link to select a user from the list of Search Results.
© check the Password Reset checkbox.

e Click the Next button.

Click Save on the “Confirmation” page. MSIX generates an email
notification to the user containing the new password information. This
email will be similar to the sample shown in the “Logging In” section of
this manual.

Access the “User Administration” Page
The “User Administration” page that provides the Administrator access to reset
an existing user’s Password.

My Account | Training | ContactUs | Help | Logout

. User Administration

o create a new user please click the Create New User link,

modify an existing user please enter the username or the user's first and last name. One of the search parameters {full

Last Name: | |

First Name: [ | e

Username: | |

[=]

@ 2007 U.5. Departmant of Education. For Official Use Only Rules Of Behavior | ED | OME
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Select the User Account to Reset
On the “User Administration” page, identify the user account that needs to be
reset.

U.S. Dapartment of Education
Pramoting sducational excellence far all Americans

My Account | Training | ContactUs | Help | Logaut

User Administration

To create a new user please cdlick the Create New User link,

| To modify an existing user please enter the username or the user's first and last name. One of the search parameters (full
name or username) is required in order to return valid results. You can only search for users in your state,

First Name:

Last Name:

Username:

Email address userib _______[status ]

jscott@crosby.edu jscott Enabled

AIAEE] isimons@state.edu jsimons Enabled
Smith, John Jsmith@wilchester.edu Jsmith1 Enabled
Southerand, Jackie jsoutherland@mercyhigh.adu isoutherland Enabled

@& 2007 U.5. Department of Education. For Official Use Only Rules Of Bahavior | ED | OME
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Reset the Password
Check the box to Reset Password. Then, click the Next button.

U.S. Department of Education /
b.'/ Pramoting educational excellenca for all Amencans

My Account | Training | ContactUs | Help | Logout

Create or Update MSIX User

To create a new MSIX user, please enter all the required information, Required fields are identified with an asterisk (*),

If user's password is resset, MSIX will generate an email to user's email account that contains the new password,

Click for Create/Update Instructions

Last Name: *Scott

work Address Line 1:
work Address Line 2:
work City:

Work Zip Code:

il

.
Work Telephone Number: 5543 [ |

Work Email Address: *|iscot@croshy.edu

Work State: Texas
District Data Administrator

To ralact or unselect multiple roles,
lease hold the Ctel (control) key and click sach role with your mouse

MEIX Secondary

Regional Data Administrator
Regional User Administrator
State Data Administratar
State Regional Administratar
State User Administratar

User Role: *

sccount activatonate: [ Y[ Y[ cmmomvrey
sccount evpiration oatm: [ commrvey

@ Enabled O Disabled
Account Status:

Password Reset: Resel the user's passward. | e

Rules of Behavior: Mot accepted yet

Account Creation Date: 05/27/2008 16:20:07
First Login Date:

Last Login Date:

Deactivate Account: [ permanently deactivats the usar's acsaunt.
Cancel
007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | DME
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Confirm Your Action
Review your changes before your save your action.

U.S. Department of Education
Fromoting educational excallence for all Americans

My Account | Training | ContactUs | Help | Logout

| Create or Update MSIX User

Review the User Account information. If the information is correct, click on the Save button to create the new User Account, MSIX will
2 email the User Name and Password information directly to the new User,

o If the information is not correct, click the Back button to return to the User Administration page to correct the data,

| Username: jscott
First Name: Juliana

Last Name: Scott

Work Address Line 1:

Work Address Line 2:

Work City:

work Zip Code:

Work Telephone Number: 123 - 455 - 5543 Ext.
= work Email Address: jscott@croshy,edu
Work State: Texas

User Role: MSIX Primary User

Account Activation Date:

Account Expiration Date:

Account Status: Enabled

Password Reset: Yes

@ 2007 U.5. Departmentof Education. For Official Use Only. Rules Of Behavior | ED | OME

Review the Confirmation of Your Action
MSIX generates an email notification to the user containing the new
password information.

U.S. Department of Education
Fromoting educational excallence for all Americans

My Account | Training | ContactUs | Help | Logout

| Confirmation

MSI¥ has successfully updated Juliana Scott's account information,
The randomly generated password has been sent to the user via email.

What would you like to do nest?
Go to the Home page

© Goto the My Account page

Go to the User Administration page
Go tothe Create New User page

007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Disabling or Deactivating User Accounts

Disabling a user account is the process that prevents the user from accessing
MSIX. This a temporary change for situations where the user will not need to
use MSIX for a period of time. For example, someone may be out on a personal
leave of absence and not need to use MSIX during that time. Once the user has
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returned to work the account can be enabled and they can go back to fulltime
use.

Disabling is different from deactivating an account in which case the account is
permanently closed. MSIX retains record that an account existed, but the
account may not be reopened. If an account has been deactivated and the user
returns to use MSIX again, a new account must be opened. Note, the Help
Desk does not reset passwords, create new users, deactivate, or disable existing
users.

Steps to Disable or Deactivate a User Account

Click the User Administration link on the Left-side Navigation, which
will take you the “User Administration” page.

e Enter First Name, Last Name, or User Name into the text fields.
© Ciick the Search buton.

o Click on a User link to select a user from the list of Search Results.
e To disable an account, select Disabled next to Account Status.

e Click the Next button.

0 Click Save on the “Confirmation” page.

Access the “User Administration” Page
The “User Administration” page that provides the Administrator access to

disable or deactivate an existing user’s account.
o 0 ae o th o £Z

PR S Yt (i

My Account | Training | ContactUs | Help | Logeut

User Administration

User Administration Qe a naw user please click the Create Mew User hnk
T ify an existing user please enter the username or the user's first and last name. One of the search

Racords Exchangas Inith
i M parameters (full name or username) is required in order to return valid results, You can only search for users in youl
state.

Eirst Mame: e

Last Name:

Username; |
Search e
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Select the User Account to Disable or Deactivate
On the “User Administration” page, identify the user account that needs to be
disabled or deactivated.

U.S. Dapartment of Education
Pramoting sducational excellence far all Americans

My Account | Training | ContactUs | Help | Logaut

User Administration

To create a new user please cdlick the Create New User link,

| To modify an existing user please enter the username or the user's first and last name. One of the search parameters (full
name or username) is required in order to return valid results. You can only search for users in your state,

First Name:

Last Name:

Username:

UserName _________Jemailaddress _________________Juserip _______Jstatus |

Scott, Juliana jscott@erosby.edu jscott Enabled

Simons, Jermy isimons@state.edu jsimons Enabled
Jsmith@wilchester.edu jsmith1 Enabled
jsoutherland@mercyhigh.edu isoutherland Enabled

007 U.5. Department of Education. For Official Use Only Rules Of Bahavior | ED | OME
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Disable or Deactivate the Account
Check the Disabled box to disable or the Deactivate Account box to
deactivate. Then, click the Next button.

nge Initia

Create or Update MSIX User

To create a new MSIX user, please enter all the required information. Required fields are identified with an asterisk (*).

If user's password is reset, MSIX will gensrate an email to user's email account that contains the new password,

Click for Create/Update Instructions

Username:

First Name:

Last Name:

Work Address Line 1:
Work Address Line 2:
Work City:

Work 2ip Code:

Work Telephone Number:

Work Email Address:
Work State:

User Role:

Account Activation Date:

Account Expiration Date:

U.S. Department of Education
Pramaoting sducational excallence for all Americans

My Account | Training | ContactUs | Help | Logout

jsauthertandt
* Jackie
* Southerland

[ 1
“|ass | [78E0 s,
2% Js_uuthertand@mer:yh\g

Texas
- = To select or unselact mulkiple roles,
B";:Q%Dma Adminigtrator please hold the Ctrl (control) key and click aach role with pour mouse
TIMal

Regional Data Administrator
+ |Pegional User Administrator
State Data Administrator
State Regional Administrator
State User Administrator

] — e
W e

Account Status:

@ enabled O Dissbled I

Password Reset:

Rules of Behavior:

Account Creation Date:

First Login Date:

Last Login Date:

[] reset the user's password,
Not accepted yet

05/27/2008 16:19:05

Deactivate Account:

[ Permanently deactivate the user's account.

@ 2007 U.5. Department of Education. For Dfficial Use Only

Rules Of Behavior | ED | OME
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Confirm Your Action
Review your changes before your save your action.

U.S. Department of Education
Fromating educarional axcellence far all Amar

My Account | Training | Help | Logout

| ContactUs

e Create or Update MSIX User

Revisw the User Account information, If the information is correct, click on the Save button to creats the new User Account, MSIX will
arnail the Usar Marme and Password information directly to the new User,

If the information is not correct, click the Back button to return to the User Administration page to correct the data.

Username: jsoutherland

First Name: Jackie

Last Name: Southerland

Work Address Line 1:

Work Address Line 2:

work City:

Work Zip Code:

Work Telephone Number: 123 - 456 - 7890 Ext.
Work Email Address: jsoutherland@mercyhigh.edu
Work State: Texas

User Role: S=condary User

Account Activation Date:

Account Expiration Date:

Account Status: Disabled

Password Reset: Mo

2007 U.5. Dapartment of Education. For Dfficial Use Only Rules Of Behavior | ED | OME

Review the Confirmation of Your Action
MSIX confirms the task you just completed.

U.S. Department of Education
Promoting educational excallence for all Americans

My Account | Training | ContactUs | Help | Logout

Confirmation

M5Ix has successfully updated Jackie Southerland's account information.

What would you like to do next?
Goto the Home page

Go to the My Sccount page
Goto the User administration page
Gotothe Create New User page

5 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Appendix A: Acronyms

Acronyms Description
ED U.S. Department of Education
EDEN Education Data Exchange Network
DOB Date of Birth
FAQ Frequently Asked Questions
HTML HyperText Markup Language
MEP Migrant Education Program
MERC Migrant Education Resource Center
MS Microsoft
MSIX Migrant Student Information Exchange
NCES National Center for Education Statistics
OME Office of Migrant Education
PDF Portable Document Format
ROB Rules of Behavior
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Index

Acronyms, 127

Advanced Search, 40
Change Password, 22, 26
Consolidated View, 29
Contact Us, 12, 18

Course Catalogs, 15

Create a Region, 100

Data Load Report, 61
Disable a Region, 107
Disable Account, 122

ED, 16

Establish User Account, 111
Exact Search, 29

External Links, 15

FAQs, 12

Footer Elements, 15

Forgot Password, 18
Government Administrator, 10
Help, 12

Historical View, 34

Home, 13

How Do | Get an Account?, 18
Log Out, 13, 25

Logging In, 17, 18, 20
Login, 22, 23

Login Error Messages, 21, 77, 88

Login Screen Links, 18
MERC, 15, 127
Merging Records, 65, 77, 81, 93
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